ee 
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DIVISION OF BIOGRAPHIC INFORMATION 


MANUAL 


State Dept. declassification & release instructions on file 
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200.0 COLLECTION 
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| \w' 210.0 scorm or COLLECTION 


211.0 Categories of individuals 


In order to carry out its responsibilities the Division 
attempts to procure as complete information as possible 
on the following categories of individuals; 


The sovereign or other head of state, members of his 
family, leading executive assistants and privy coun= 
cilors, 


Cabinet members, heads of ministries and Significant 
officials of other government agencies; with respect 
to the Foreign Office, those persons occupying posi-= 
tions equivalent to the Under secretary, the Assistant 
secretaries and the directors of offices, particularly 
those in charge of United States affairs, 


Provincial or prefectural Bovernors, influential of- 
ficials and mayors of important cities, 


Justices of higher courts, 


Presiding officers, heads of conmittees and important 
members of legislative bodies, 


All diplomatic and consular officers, 


Colonia. service officers, especially governors and 
heads of departments, 


Top ranking military and naval officers, especially 
diplometic attaches, 


ee Delegates to international confererces, or probable 
designees, , 
leaders and prominent members of political parties, 
movements and groups, including unofficial opposition 
Broupa, whether operating against the local governmne nt 
or that of another country. 


Leaders of and representatives to international organi-« 
zations; principal members of international commissions, 


Leaders and prominent membera of labor organizations 
and socio-economic movements, 


Newspaper, radio and motion picture editors, owners or 
operatora. 
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International figures and figures of leading national 
influence in the field of finance, commerce, industry, 
education, religion, law and nedicine. 


Persons of potential importance in any of the foregoing 


categories. 


212.0 Type of information 


212.1 Surname 


Given Names 
Aliases or variants 
Nationality 


Title 


Present position and date appointed 


212.2 Careers 


212.3 Personal : 


212.4 Remarks 


Date and place of birth; race and 
religion; immediate family, antecedents, 
including relatives in public life and 
abroad; education, ine luding degrees: 
facility in languages: positions he id, 
with dates and circumstances; business 
affiliations; labor affiliations; member- 
ship in professional or social societies 
and clubs; political and party affilie 
ations; honors; civil or criminal records 3 
service and travel in U.S.A. 


Appearance and physical characteristics: 
mannerisms; personal habits, including 
weaknesses and points of strength; 
personal idiosyncrasies; interests and 
hobbies; sources of personal ine ome 3 
points of sensitivity to be avoided in 
Gonversations; points of susceptibility 
which maybe used to win subject's 
confidence; behavior in negotiation and 
the tactics most likely to succeed with 
him; intelligence (Is he well informed?) 3 
recent photograph (glossy print pre ferred). 


Activities In political, national, and 
international affairs; inflvwence and 
reputation; connection with significant 
movements or developments: attitude to-« 
Ward UsSohes UoSeSeRe, and other countries s 
views on significant issues; ideology, 
including factors and persons influencing 
himg important or revealing statements 
attributable to the subject or concerning 
him; events bearing on his political and 
economic philosophy and influences exe= 
cutive and professional or technical 
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213,0 Kinds of documents 


213.1 State Department = Despatches, Airgrams, Tele- 
grams or Reports, 


Despatches which require BI action together with 
their enclosures, 


All copies of reports bearing the title "Bio- 
graphic Data" regardless of form in which re-~ 
ceived, together with any covering despatch 
and/or enclosures. + 


All source materials requested by BI together 
with covering despatch or transmittal memo. 


All material containing specified types of in- 
formation originating in the Department or 
Foreign Service, 1.@e memoranda of conversa= 
tion, informal notes, reports, VD material, UNA, 
USUN, UN documents. 


213.2 Other Agencies = CIA, Army, Navy, Air-Forc¢e, FRI 
material containing specified types of informa- 
wy tion, 1.6. MA and NA reports, Weekas, FBIB, CIA 
reports, Airgrams, Telegrams, reports or inter 
views and interrogations. 


213.5 Published Materials - Newspapers, periodicals, 
reports, bulletins, diplomatic lists, govern- 


ment directories, telephone books, Who's Who 
publications, organizational charts or listings. 


215.4 International organizations = International con- 
erence documents, listings issued by conference 
secrétariats, bulletins, minutes, committes 
reports, publications, announcements « 


Nw * Retention of original copy compulsory 
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220,0 COVERAGE OF INTERNATIONAL CONFERENCES 


Type of information desired concerning international confere 
ences, meetings, etc.: 


Official title, place and dates of beginning and closing of 
the conference, 


Countries invited to the conference and countries actually 
attending the conference, 


Summary of purposes for which conference was held and of ace 
complishments of the conference, 


Complete membership of each delegation (with exception of US) 
including all officers of each delegation such as delegates, 
advisers, counselors, special and technical assistants, etc. 
In the case of USSR and satellite nations, complete listings 
including secretarial staff are desired, Listings issued by 
the Conference Secretariat are especially desirable, 


Outstanding personalities at the conference with as much back- 
ground information as possible about them. 


Leading members of each delegation, particularly those who 
appear to have a commanding influence in their delegations. 


All indications of positions taken by and views of individual 
delegates which appear to be at variance with official in- 
structions, Full particulars of instances where individual 
delegates appear to have displayed independent action and issues 
involved in these cases. 


All indications of individual delegate's standing with his home 
government, Did he ever appear to disagree with his government's 
position on international or domestic issues. 


All indications of whether delegation always operated under 
strict instructions or were permitted latitude in voting and 
in formulating policy at the conference. 


Appraisal of all officials at plenary sessions and committees, 
particularly chairman, vice-chairman and rapporteur of com= 
mittees, including their ability to control work of committees 
and keep opposition in hand, effectiveness in keeping agenda, 
ability to resolve procedural and voting disputes, etce 


All comments possible concerning delegates with special emphasis 
on their language abilities, their appearance and manner, weak- 
nesses and strong points, points of sensitivity which should he 
avoided in conversation, points of susceptibility which may be 
used to win their confidence, attitude towards US and views on 
significant issues, attitudes toward countries other than US 
and to their proposals, 


Names of delegates who could be approached by US delegation and 
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230,0 COLLECTION = FOREIGN SERVICE 
om 231,0 Instructions to the field 
231.1 Instructions should be eleared with IAD if they 
cover the procurement of published materials, if 
they refer to material originating in CIA, or if 
they transmit requests originating in CIA. 


ea OLI must be included on the routing of all out- 
id going messages to the field (airgrams, telegrams, 
bd instructions, transmittal slips) classified 
"SEGRET" or higher. 


231,53 All outgoing telegrams and airgrams that are cleared 
by telephone or in person and hence do not have the 
initials of the clearing officer, must bear the 
initials of the person handling the clearance of 
the message, 1.@ 2 


UNA 
(Cleared by phone with Mr. Doe) 
Hode ; 


231.4 The use of instructions is encouraged when it is 
desirable to transmit additional 4nformation or to 
comment about the enclosed BIOCGRAPHIC DATA REPORTS 
ew’ or the reports prepared in BI. MRO SEs ‘ 


232,0 Commendations for biographic reporting 


232.1 This Division is dependent to a considerable degree — 
upon the reporting of foreign service officers in 
tha field, It is highly important that the efforts 

ke) of such officers do not go unrecognized. It is 
very encouraging to a person abroad when his work 
is appreciated and noticed by the home office, 


232.2 The issuance of commendations for first-class re- 
porting should not be restricted to any one time, 
bits is a continuing matter for the attention of 
Branch chiefs. . : 


232.3 From time to time review the biographic reporting from 
the posts in your respective areas and submit to 
the Division Officersuggestions as to which posts 
and officers should be commended for their bio- 
graphic reporting activitios. Such a suggestion 
should take into account biographic information 
submitted in every manner and should not be based 
on Biographie Data Reports alone. Submit sugges=- 
tions in the form of a rough draft of the commending 
ons 4nstruction and mention any specific points on 
ww which the officer should be commended as well as 
a reference to any previous commendation. This 
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240.0 COLIECTION - MEETINGS an Oa . 
3 


241,0 


N37 


252 o4 


Meetings (procedure 


241.1 


procedure should be used when you evaluate an 
officer's general work in the field of biographic 


information. 


If you desire to commend or comment on a specific ee 
despatch or report, it is recommended that the y 5 
"Political Report Appraisal Sheet" be used, pr 


a 
uP 


It ig important for BI to participate in confer- 

ences with individuals whose familiarity with 

specific areas may provide information pertinent 

to BI objectives, and BI personnel is encouraged 

to develop methods of obtaining from these confer- 

ences the greatest amount of pertinent information 
for BI. 


The conferences in question usually are of 
two types: 


(a) general conferences that usually 
are arranged under auspices out- 
side of BI, (Mest frequently these 
are conferences with FSO arreriged 
by OLI). 


(b) BI conferences arranged by a BI 
branche er 


Experience has demonstrated the importance of 
attending these conferences with careful previous 
preparation to obtain a definite objective. For 
BI, the objective differs according to the type 
of conference. 


Experience has shown that a eonference for which 
preparation has been made beforehand produces 
useful biographic information, and that a confer- 
ence for which no special preparation has been 
made reveals a paucity of pertinent information. 
Every question should have a definite objective. 


Note-taking is desirable when appropriate. It is 
regarded as not appropriate to take notes without 
previously receiving permission of the person 
being interviewed, Usually, extensive note-taking 


will not be necessary in the general conference but 
4s desirable in the BI conference. In sither case, 
before taking notes, permission should be obtainede 


Usually, in the BI conferences, there will be no 
objection to note-taking. 
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The conspicuous use of stenographers usually is 
distracting to the person being interviewed, This 
militates against BI interests if it causes the 
person being interviewed to become guarded and 
limit information, However, if there. has been 

no objection to note-taking, it often ts desirable 
to have a stenographer located apart from the con- 
ference, taking notes in an inconspicuous manner 
that does not distract the speaker, 


Often it is desirable to invite guests from the 
research divisions to sit in on BI conferences, 
When inviting such guests, BI should tell them 
clearly that the objective is to obtain specific 
biographic data and that general discussions are 
discouraged unless directly pertinent. 


The above comments are transmitted to encourage 
BI personnel consciously to develop a "conference 
technique", remembering always to "keep on the 
beam" and.make every question and remark produce 
according to objectives for obtaining biographic 
informations : 


This is intended to be nerely suggestive, and it is 
up to each group and individual to work out produc- 
tive techniques, The most important thing is to 
plan carefully beforehand and keep the conference 
"on the beam" to produce what BI wants. 


241.2 BI's objective in the General Conference is to 
determine, in general, in what categories the 
person being interviewed probably has familiarity 
and knowledge about individuals of interest to BI. 
BL'gs approach here, principally, is "to take sound- 
ings": it is exploratory, Before attending a 
general conference BI representatives should meet 
as a group and prepare questions that will reveal 
in answers the areas and scope of the familiarity. 
(For example, if the person being interviewed is an 
economist and if his speciality is not generally 
known, directed general questions should reveal 
whether his speciality is trade, agriculture, bank- 
ing, ete., whether he is familiar with persons in 
the field, whether his acquaintances are the finan- 
cial or other groups within the field, etc.). It 
489 not appropriate for BI personnel to monopolize 
these conferences to pin dow the person to provide 
biographic data; but direct general questions and 
occasional specific questions, will permit exploring 
for BI possibilities and still permit general dis 
cussions for the entire group. These conferences 
should be used by BI to evaluate the possibility 
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that a man has information of interest to BI; it 
always should be assumed that BI can follow up by 
inviting the man for questioning by BI alone. And 
BI should follow up. 


241.3 Bits objective in the BI conference is to obtain 
specific biographie information. This objective 
should control the entire conference. Having 
appraised a man in the General Conference, or by 
personal acquaintance, the BI personnel should 
prepare beforehand specific questions to be ad- 
dressed to the man, Let every question count, by 
producing biographic information. As a rule, do 
not ask general questions (background), and do not 
let the person being interviewed wander into gener-~ 
alities; keep the conference "on the beam" by 
specific questions for definite biographic infor- 
mation, 


242.0 Interviewing FSO's 


242.1 The names of these officers, most of whom are in 
the Department on consultation before proceding 
to another post, are received from IAD, who will 
inform our Document Clerk about these officers, 
including their previous posts as well as the time 
and place of the meeting which interested members 
of BI can attend, After appropriate consultation 
with the sections, the officer on the Intelligence 
Conference desk will be informed of the names of 
BI personnel who will attend these meetings. 


242.2 Senior Foreign Service Officers - BI is normally 
intormed about such officers by copies of memos 
drafted by the officer on the Intelligence Desk 
and addressed to the Director of OLI, which sum- 
marize the information available about the 
assignments of these officers. The Document 
Clerk will be responsible for routing these notices 
immediately to the interested sections and, upon 
inguiry from the officer on the Intelligenee Con- 
ference desk ,for consulting with the Branch Chiefs 
to determine what members of BI will attend meetings 
van these officers in the office of the Director 
aft ory, 
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243,0 Interviews with returning Chiefs of Mission 
243.1 Arrangements have been made for securing inter- 

views with selected returning Chiefs of Missions, 
OLT will notify OIR of the availability of cer- 
tain Chiefs and OTR will then be in charge of 
designating persons to attend, BI personnel 
will be invited if their intelligence needs are 
relevant to a particular interview. Intelli- 
gence representation at such interviews should 
not exeeed five; ideally four or less special- 
ists will be present. 


243,2 It is hoped that these interviews will give 
intelligence specialists a real opportunity 
for informal but concentrated discussion of 
current and anticipated developments in and 
concerning the country to which a given Chie? 
of Mission is accredited, In the main, dis- 
eussion should center upon matters of direct 
concern to the current research program. EBvery 
effort should be made to prevent interviews 
from becoming perfunctory or routine. No 
interview should be requested unless there is 
nlear evidence that it will be profitable to 
the research personnel involved. 


243.3 It should be understood that these special 
arrangements do not in any way affect the 
larger and more general meetings which are 
conducted by OLI for subordinate Foreign Ser= 
vice officers or those meetings which occasion= 
ally are arranged for returning Chiefs of Mis= 
sion by CIA or by the R Office, Nor do they, 
in any way, preclude special BI meetings with 
members of the foreign service or direct contact 
hetween BI and foreign service officers in whom 
BI has a special interest. All analysts are ene 
couraged to use their initiative in being inform=- 
ed about the whereabouts particularly of officers 
who have done biographic work, 
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“250.0 COLLECTION = DEPARTMENTAL SOURCES 


251.0 Division of Libraries and Reference Services (LR) 


IR maintains and services the Department's collection of 
published material, provides a reference service, and 
maintains a subject index of documents of interest to 
the intelligence area of the Department. 


BI analysts should make use of IR facilities in order to 
insure maximum replies to requests for biographic infor- 
mation. 


25lei IR Subject Index 
251,11 Publications 


Publications are indexed by subject, title 
and author » 


251.12 Docwnents 
Documents are indexed by subject and area. 
251.2 Reference Service 
od A reference staff is available to assist in deter- 

mining facts such as dates of past conferences, 
ete. The open shelves contain many reference 
works, such as Who's Who volumes, of particular 
value to Ble 

251.46 Inter-Library Loan 


This section borrows materials from other libraries, 
especially the library of Congress, 


25164 LR Reading Room in the Library of Congress (IC) 


A reading room in the Library of Congress has been 
reserved for the official use of officers of the 
Department of State, 


251.41 Requests for use 


All requests for the use of the LR reading 
room and for the use of other Ic facilities, 
such as stock permits, should be addressed 
to the Chief of FSU who will make the neces= 
sary arrangements with LR. 
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251.42 Location 
wa 

The IR reading room is study room 55, deck 
B, east side of the main building of the Ic. 
tt is served by elevators C and F, which can 
be reached from the east entrance to the 
building during the day, At night, entrance 
to the butiiding.is possible only through the 
west (main) doors; 


251.43 IR reference assistant 


An IR reference assistant is in charge of 

the room to answer requests for information 
and books and to take care of reserve material. 
A telephone will be available for.incoming and 
outgoing calls, code 173, extension 557. 


251.5 BI requests for IR 
251.51 Loan procedures 


All requests for specific documents and 
publications from LR or IC should be placed 
through the FSU (Information Clerk) for 
purposes of control. 


However, the analyst should call IR directly 
when it is desired to ascertain what material 
on a given subject is available in IR. Specific 
titles resulting from such an inquiry should 

be sent from IR to the FSU which will log them 
and pass them to the BI requestor, 


251,52 Purchase orders 


All purchase orders of publications, whether 
for BI retention or loan, and subscriptions 

to newspapers and periodicals must be placed 
through the FSU (Information Clerk) and not 

with IR directly. 


252.0 JAD Representative in New york 


252.1 All telephone requests to rthe IAD representative in 
No.¥.3should be entered on ghe\eard rovided for this 
purpose 3 an of ~ j Se “ee 
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REQUEST FOR MR. DAVIS, IAD, N. Y. 


Info,.desired ons Nationality: 


Identifications 
Purpose of requests 


Urgency: Proposed classification: 
Suggested contacts: — Pa 


Name g 


. Extension: 


Davis notified: Va Material received: 


$:trenteeren mero Comba anne glace errant rebate mage Panny ncermmsenrglntcnneer tate albert nenit ces eb Mie KARO Bh hater ensnctge: cat enane 


252 92 


258 4O 


a 


A supply of these cards is maintained in the 
Supply Room. ; 


Requests entered ay ances cards are to be submitted 


-to the FSU Information Clerk, Written requests 


should also be channelled through the front office, 


In order to assist the IAD Representative in se-= 
suring information for BI, it is advisable, where- 
ever possible, to state the reason why the infor= — 
mation is desired, If the reason cannot be relayed 
over the telephone, submit a short memorandum which 
ean be transmitted to New York by courier and the 
TAD Representative can be advised that sucha ~ 
memorandum follows when the telephone request is 
made « 


It is Henesaary to follow this procedure in order 
to reduce the number of contacts made with the IAD 
Representative and to reduce the number of. long. 
distance calls, in accordance with the requirements 
of ‘the Division of Central Services, Tele phone 


5 etion. _ 
eee will be made only when justifiable and 
must be cleared first with the Chief of the FSU. 


253.0 Division of Security (S¥) 


In general, SY is primarily responsible for the activities 
of foreigners in the U.S. (occasional overlapping of BI 

and SY interests is recognized in this case), SY's inter- 
ests abroad are limited to the activities of Américans and 
to foreigners whose activities concern CON divisions, BI 


Ap proved POPREEASE 200808107" CHROPR SOT ROTH GOFS001-2 
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SY maintains a card file in which is recorded as re=- 
ported by varicus domestic agencies the arrival of 
aliens in the U.S. Documents are checked against the 
ecard file and the departure of aliens whose entry was 
recorded 1s noted on the same ecard, The departure 

ef aliens whose entry was not recorded is not now 
noted in the card file, 


BI should record only that information which, from 

the description contained in the document or previous 
knowledge of the person in question appears to warrant 
carding. 


SY provides BI with the names of any aliens whose 
activities in this country warrant close observation 
of their activities after their departure from the 
U.S. 


254.0 Division of International Exchange of persons (TEP) 


There exists in IEP considerable information concerning 
important foreign visitors to the U.S. This. information 
includes : 


Reports from the American missions informing 
the Department of the departure of important 
persons to the U.S.$ 


Weekly reports submitted by the OIC Branch 
offices in New York, Miami and San Francisco, 
listing important foreigners who have registered 
or whose arrival has been announced in the local 
press 5 


Information obtained from the foreign missions 
in Washington, The person in charge may be 
called directly for information about such 
persons, 


2552.0 Visa Division (VD) 


2 eA Se dam 


VD files should be checked if you have reason 

to believe that a person has ever applied for 
entry into the US. All requests to VD must be 
made through the FSU; requests of a routine 
nature to the Information Clerk for reference 

to the Visa Files Branch and urgent requests 

to the Chief of FSU for reference to the 

Chief of the Files Branch. Upon receipt of 

the file, it will be logged and sent immediately 
to the requestor, VD files may be kept "ag long 
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Wow as needed" but in no case should this be con- 
strued as meaning more than a week, When 
material has served its purpose it should be re- 
turned to the FSU where it will be logged out 
and returned to VD. 


255,2 Information of interest to BI in VD. 


Visa has numerous sources of information on 
personalities which are not available to BI. 
Members of VD save extra copies of such mate 
erial for BI and when extra copies are not 
available, they keep a list of names on whom 
they have information of interest to BI. This 
material is picked up periodically by the Chief 
of FSU; Extra copies are sent immediately to 
the analyst concerned, In the case of lists, 
cards are prepared by the FSU containing sub- 
ject's name, country and the fact that infor- 
mation is available in VD. These cards are. 
then sent to the Branches for filing. If 
information is desired om the basis of these 
Seat it should be requested as outlined in 
255 ele 


STATSPEC 


STATINTL 
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310.0 REVIEWING AND PROCESSING -— NON-RETENTION MATERIAL 


The following should be observed in relation to non-retention 
materials 


310.1 ALL material mist be returned through the FSU. 


310.2 Action copies (Telegrams, Airgrams and Despatches ) mst 
be returned within 3 days of date received. 


310.3 Telegrams, Army and Navy cables, with further routings 
must be out of the Division within 24 hours, (These 
are to be placed in the FSU box specifically indicated 
for this purpose.) 


310,4, IR documents are on loan for 3 days + unless otherwise 
indicated. 


310,5 ALL other non-retention material mst be returned within 
two weeks unless there is justification for a longer 
period of retention, in which event the analyst will 
clear the matter with the FSU. 


STATINTL - 
310.6 For instructions on handling ee | refer © 
_ to Division Memorandum No, 30, July 195 1950, classi~ ype 
_ fied CONFIDENTIAL, This” “Memorandum is on file in the “a 


Central Information File in the Division Office. ey 
320.0 REVIEWING AND PROCESSING ~ SELECTION OF MATERIAL FOR FILES 


320.1 In screening and reviewing documents, we should always 
ask ourselves: DOES THIS ITEM ADD TO OUR KNOWLEDGE OF 
THE INDIVIDUAL? If the answer is negative, then the 
information is extraneous from the BI point of view 
and should neither be placed in the files nor in the 
backlog. 


320.2 Folders should not be considered as a catch-all and as 
a short-cut for storing information. Documents of 
considerable length, but often containing only a 
sentence or two of data pertinent to our work, should 
not find their way into folders, thus adding unnecessary 
bulk and dead weight. If the item of interest represents 
merely a small percentage of the whole document, this 
item should be reviewed and extracted, i.e. either 
clipped and fastened to a clip sheet by means of scotch 
tape or typed directly on a clip sheet or, preferably, 
on an information card. Any item which is smaller than 
letter-size paper should be fastened to a clip sheet 
2 before it is inserted in the folder. Unless this is 
~e/ done, clippings are easily overlooked in the folder. 
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321.4. Deceased individuals. Recording of date of death is 


32105 


usually sufficient. It should be emphasized that our 
files are intended to reflect information concerning 
persons active today, BI does not have the responsibility 
of maintaining historical records. 


The mere fact that information pertains to an important 
person does not necessarily mean that we should record 
the material unless it adds to our knowledge of the 
persons, The following examples illustrate what BI 


dees not want: 


Routine activities of officials, 


"The Minister of the Interior attended the weekly 
cabinet meeting and suggested that it would be more con~ 
venient to change the time of meetings from Wednesdays 
to Thursdays." This item tells ue nothing about the man’ 
and is therefore of no value to BI, 


The Minister of the Interior appointed X,¥, and 4 
to vacant posts 1,2, and 3 in the Ministry." Such infor- 
mation should be recorded under X,Y, and 4 only and not 
under the name of the Minister, unless such appointments 
represont a departure from the Minister's pattern or 
routines 


Routine speeches (repetition of statements which the 
individual has been making). 


If Pauker says that Rumania looks to the U.S.S.R. 
for guidance and support, she is merely following a 
well-known course; she is making a roubine statement. 
The item does not cast any new light on her. and is 
therefore of no value to BI after the information has 
been recorded once or twice, 


Unless we carry out this policy of eliminating duplication 
of information, BI runs the risk of having four or five 
folders pertaining to significant individuals, Such 
folders obviously contain much extraneous and duplicating 
material which not only does not contribute to our 
knowledge but also makes it far more difficult to ex= 
tract the pertinent facts. 


In screening and reviewing documents, we should always 
ask ourselves: DOES THIS ITEM ADD TO OUR KNOWLEDGI OF 
THE INDIVIDUAL: If the anawer is negative, then the 
information is extraneous from the BI point of view and 
should not be placéd in the files, 
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322.0 Handling of Documents and Reducing Zacklog 


eae peo 


Material may be placed into or removed from the Division 
mail distribution boxes at any time during the working 
day. However, final distribution for other branches should 
be prior to 5:15 in the evening and nothing should be 
placed in the boxes after that time. Final pickup of 
material should be made between 5:15 and 5:30, Failure 
to make the final pickup means that the material must be 
removed, locked for the night and then be replaced in the 
morning. * 
322.1 Branch chiefs are responsible for screening all incoming 
material daily in order to identify material requiring 
actions that of sufficient importance to be placed 
in files at once; that which can be eliminated; and 
that which must be processed and passed on immediately 
to other sections £ BI or to other divisions. 


322.2 Analysts should process material initially by eliminating 
that of no interest to the area files under references 
eliminating original documents (non-retention type) by 
ordering copies or making copies or extracts of the 
pertinent passages: (it is essential that we keep our 
records clear with DC/R, LR and the Department as a 
whole); eliminating duplication of coverage. 


_ 322.3 After these steps have been taken, a mich smaller amount 
of usable source material will remain, which is the only 
type which should be added to the backlog in these areas 
where it.is necessary to maintain a backlog. The above~ 
mentioned procedures should largely solve the problem of 
further additions to the backlog. It is obvious that the 
problem of an existing backlog can be resolved only after 
we have taken the steps necessary to prevent further 
enlargement of the backlog. 


322 The following procedures apply to the processing of 
gthy documents or lists which contain biographic 
items_of interest to four or more branches, Typical 


of such\documents are UN publications, TUS, WFDY,WFTU 
releases ¢ 


Such documents, upon receipt in BI, are routed to the 
branches concerned with instructions to check the names 
or items which they desire.carded. At that time it is 
the responsibilit« of the an&iwst to make any corrections 
in names or in the material to “Srearded and to indicate 
the proper code numbers, when category.cards are desired. 
The actual typing of the items will be done__by the FSU 
but material marked should be kept to a minimum, Ex- 
traneous items of doubtful value should not be irteluded 


ee 
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~~ simply because the burden of typing does not fall 
upon the branch. Documents should. be passed along 

to the next branch indicated on the routing slip as 
rapidly as possible, Upon the completion of the 
routing, the document is returned to the FSU for 
carding in the required number of copies in accordance 
with the instructions of the branches, These cards 
will then be sent hack to the branches for filing. 


If the system is to be effective, however, the analyst 
must review and pass along the document as quickly as 
possible and make corrections arene and instructions 
clear and concise. 


323.0 Example of Extraneous and Duplicating Items in BI Files 


An item had been marked for incorporation in the "Atlantica" 
files under the name of “Joe Zilch", The item stated that 
Zilch, press spokesman for the government, had informed the 
public that the government took a serious view of separatist 
activities in one of tho provinces (information, of course, 
irrelevant because it told nothing about Zilch). A check of 
the information card file revealed that there were 27 cards 

on Joe Zilch, some headed correctly: ZILCH, Joe; others 
incompletely: ZILCH or ZILCH, lawyer. Of these 27 cards, 

only on contained information @ value: date of his appointment 
ag press spokesman and a brief curriculum vitae. The remaining 
26 cards repeated the information that Zilch was press spokes= 
man, each card quoting Zilch on some aspect of the government's 
views (of no interest in connection with Zilch), A check of 
the folder file revealed 1) a folder labelled ZILCH, - and 
containing one item about the government's views in 1944; and 
2) a folder labelled ZILCH, Joe, containing perhaps 20 more 
items about the government's views. When-all the available 
informution on Zilch had been sifted, it was possible to say 
only: "ZILCH, Joe == press spokesman of the Atlantica govern~ 
ment; appointed September 1943; lawyer by profession; in govern- 
ment service since 1928," 48 items had been added to the file 
and yielded only these bare facts, In addition, Zilch was 
being carried in the file as two different persons. It is a 
safe assumption that, unless material adds to our knowledge of 
the person, it will never serve a purpose in BI and therefore 
does not deserve incluaiion in the filos, 


324.0 LIxemple of Processing Technique 


FBIS Daily Report, July 30, 1946 


Rome, ANSA, Italian Press Service, in Italian Morse to Italy 
and the Balkans, July 29, 1946, 6:12 pem. EST=L 


ie 
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(Text) 
iWilane~The Vice Chief of Police, Dr. De Cesare, who was visiting 


Milan, gave an interview to ANSA on the general situation of the 
police in Italy, and the directives followed in its reorganin 
vation, He said that although the police force is not perfeot, 
it is in a position to insure order and tranquility among the 
cibizens > 


'The new uniforms will be practical and economical, grey-green 
in color. Motorization will soon be complete, and equipment 
with armaments increases steadily. : 


"The new standard of equipment aims at eliminating the use of 
firearms and replacing them with innocuous but effective means 
of repressions Means of communication are being steadily 
modernized and an Italian patent is being studied which permits 
communication between individuals. 


"During the afternoon Dr. De Cesare met the heads of divisions 
and services in Milan and then reviewed officers and noncom= 
missioned officers." 


Given the above item, what should the analyst do with it? 


Check the item for names. 
In this instance we find tho name of De Cesare. 


Having found this name, we proceed to exbract that infor= 
mation which tells us something about De Cesare, We 
learn that he is "Vice Chief of Police" who was visiting 
Milan. As a result of this statement, we know that he 

is not a Milan official but rather "Vice Chief of Italian 
Policet and that the term "Vice Chief of Police" is vague 
and inadequate, The remainder of the item describes 
routine activities of a high-ranking police official: 
interview on the general situation of police in Italy, 
proposed new uniforms and equipment of the police, 

and meeting with police officials in Milan. We are not 
anterested in these activities from a biographical point 
of view because they do not cast any light on the man 

de Casare; any vice chief of Italian police would, in 

tho conduct of his official business, engage in the same 
activities and make similar statoments. BI is responsi= 
ble for data concerning De Cesare but is definitely not 
responsible for recording the grey-green color of the 
new police uniforms. 


Consult the information file to determine whether De 
Cesare's name already appears there. If so, is his given 
name listed? And do we already have an entry in our 
files to the effect that De Cesare holds the position of 
Vice Chief of Italian Police? 
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Assuming that we do not have the information in the files 
but that we do have other information about him which en= 
ables us to determine his given name, we then set wp an 
4nformation card as follows: 


Pe Ee yer ee eee ees eer 


4 


ITALY UNCLASSIFIED 
= rpt July 29, 1946 
crsare, /Tuigi/ de 
code 
Vice Chief of Italian Police. 7 "Policet 


Rome radio, ANSA, Italian Press Service, July 29, 
1946 FBIS Daily Report, July 30, 1946 


| 
| 
! 
WIM | 
August 16, 1946 { 


*Brackets indicate that the name, although correct, did not appear 
in source. The above, then is the extent of the information in 
which BI is interested. On the basis of this information, we 


a ee NA PR NR 


CESARE, Imigi de 


Vice Chicf of Italian Police 
Qe 
a/o July 29, 1946 


Te 


If the exact date of the above appointment is 
determined later, that date should be entered 


following a. (‘appointed"), 
330.0 REVIEWING AND PROCESSING ~ TYPES OF PILES 


331.0 Information File consiats of two parts, a 4 x 6 eard file and 
a legal-size folder (dossier) file. Each of these files is 
kept in alphabetical order by name, with the most recent infore 
mation on an individual first in his file. A separate infor 
file exists for cach nationality group. The file in which 
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information about a person is kept is detormined by the- 
porsonts eitizonship rather than by his location, Certain 
exceptions to that basic rule have beon recognized, however, 
in the handling of Stateloss Persons (33443) snd such 
persons whose citizenship is overshadowed in practice by 
their aétivities in or on behalf of another countrys 


In the latter instance it is sometimes reasonable to keep 


information in the file of the country in which they are 
active and from which, presumably, most source naterial 
would come, The decision, however, mst lic with the Branch 
Chief in charge of the country of the individual's last, 


Imown citizenship.» Whether or not the Branch Chief 


4 


aporoves a trensfer of material, cross reforence cards 


should be placed in the files of all countries involved and 
all source material should be promptly forwarded to the 


Branch in charge of the individual's file, At al’ tines, 
analysts should be careful to check carefully with all 
Branches which migit!. possibly have a file before setting 
up a new file on a person of dubious or possible cual 
nationality, ‘Information of a brief, factual nature is 
usually placed on cards, while retention documents and 


longor items find their place in the folders. 


331.1 Card Ile. Consists of the following typos of cards: 


331011 Information Cards. 
331.12 Indicator cards. 


Bluc cards referring to the names in the folder 
files: The insertion of the indicator card in 
the ecard file means that the card file providos 
a complete list of all names on record for a 
given nationality groupe 


33113 Cross-reference: cards. 


Indicate that the information on one individual 
is filcd under the name of anothers 


331.14 Crosa-index cards 
Indicato variations in the name of an individual 


or that the information about-a person is, for 
some roason, kept in another nationality files 


331.2. Folder: file,..Legalesize folders for documentse” 


2.0, Dee 


eased Filo. Consists of cards and folders withdrawn from the 


-Thformation File upon a personts doth, The cards are filed in 


a ft 


deceased" section at the end of the card file, the folders . 


in a "deceased" section at the end of the Folder file. One card 


mus 


Ree 
sec 


t remain in the Information File, however, indicating the 
ens death and the location of his cards in the "deceased" 
oe 
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333,0 Category File (Category Index). Consists of a 4 x 6 card 
me file kept in conjunction with each nationality information 
file to control information by position, occupation, and 
affiliation, Tho basic sub=divisions of the Category Index 
are sufficiently gencral to permit their adaptations in all 
areas of the Division. 
33400 Miscellaneous Files 


—— 


33401 Special File. This file, kept vy country, contains 
information which, because of its high security classi~ 
fication, must be kept apart from the regular information 
file, The Special File is always kept in a combination- 
lock cabinct, Names of the individuals in this file 
are cross<indexed to the main file, 


wy 
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33402 United Nations (UN) Central Name File, The Division 


33403 


@ffice maintains a master atphabotical file of all 
persons associated with organs, commissions, 
committecs, and affiliated bodics, Copics of these 
cards are kept in tHe appropriate country information 
and category fil¢s. 


Stateless Persons File, While it is recessary to 
conform as mich as possible to the basic principle of 
filing individuals according to their: nationality 
(citizenship), certain exceptioris are required in the 
ease of persons of undeterminéd nationality or those 
who are known to be stateless, It must be emphasized 
that at least 90% of the Stateless persons who come 
within BI's purview are too insignificant to be of 
concern, A central,“world-wide file is, however, 
established in the’FSU as a repository for information 
sons of interest to BI, The information 
some refernnce to the person, either in 
biographic data or of a cross index card 
as outTined below. 


A concurrent catogory file is also established, broken 
down according tos 
a) Country of last citizenship, if known; 
b). Country of present residence; 
c) Organizations or associations of stateless persons. 


The factor determining whether information about a state» 
less person should be placed in the Stateless Fersons 

File or in the country of last citizenship file is whether 
the latter contains information about the person. If it 
does, the data is kept there and a cross index card is 
placed in the Stateless Persons File and in the appropriate 
category breakdown, These cross index cards will indicate 
in which country file the information is being maintained, 


If no previous information is found in the country of 
last citizenship file, the data is kept in the Stateless 
Persons File and a cross index card to that effect is 
placed in the country of last citizenship file, 


When a stateless person acquires new citizenship, the 
information on the person is transferred to that country 
file, A cross index card is then placed in the Stateless 
Persons File indicating the new repository for the 
information and the change is also noted on the corre= 
sponding category cards, 
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33403 


If information is filed in the country of last citizen- 
ship file and the person becomes a citizen of another 
country, the file on the person will be transferred to 
the new country file, At the same time a cross index 
card noting the change will be placed in file of the 
country which previously held the information and another 
in the Stateless Persons File. 


Central Information Pile 


This file, located in the Division Office, consists of 
unprocessed series documents which are issued periodically 
and are of interest to several or all Branches, They 
include such items as minutes of various meetings, Daily 
Intelligence Comments, BI Division Memoranda and similar 
items which would lose their value through delays in 
routing to each Branch or are not of interest to all 
Branches, Material is filed immediately upon receipt 

in loose leaf binders which may not be removed from the 
Division Office. The File should be consulted regularly 
since some of the items require action by the Branches 
or contain information which should be processed into 
country information filess 


340.0 REVIEWING AND PROCESSING = ORGANIZATION OF MATERIAL FOR PILES 


od 341.0 Information Card File 


When it has been decided to record information on a card (rather 
than in a folder) the following items mist be included: 


341.1 


341d 
341.43 


341 oh 


Classification of the Material. Socret, confidential, 
restricted, unclassified ~ as indicated in the source, 


Country of Nationality. 


Fullest namo available (last namc, given names, Variants 
and characters where appropriate), , 


Date of information. Since all information about an 
individual will be filed chronologically (starting with 
the most recent date and working back), it is necessary 

to localize the date of the event wherever possibic. Thus 
if an event took placa on October 13, 1944 and was mentioned 
in an intelligence summary of November 15, 1944, the date 
of the event (the "as of" date) = October 13, 1944 ~ is 
the date of information and will determine the order in 
which the card is filed among the cards on an individual. 
If the exact date of the event is not known, the intelli-~ 
genee summary (sec above) states that so~and=so reoeently 
happened, then the "report" date will be used, i.e. "rpt. 
November 15, 1944" and this date will determine the filing 
order of the card. If the information is more inclusive 
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and covers a person's career up to 1935, then "to 
1935" will sdérve as the date and the card will be 
filed under 1935, If the information deals with the 
period 1927~1941, the date used will be simply "1927- 
1941", and the card will be filed under 1941. In 
keeping with Departmental practice, dates are written 
as follows: February 5, 1946. 


34165 Feortinent Information about the individual. 


341.6 Sources. All information must be attributed to a source, 
Consequently cach information card must contain such a 
reference, Gog. New York Times, January 10, 1946, When 
the information has been received from a source which is 
not the original but the transmit ting source, both 
sources should be listed. For example, a report broad= 
case by the Paris Radio is the primary source and the 
FBIB Ticker is the secondary source, The originating 
source is referred to as the primary source, the 
transmitting source as the secondary source, Occasion= 
ally a third source is involved: e.g. if the Neue 
Zeitung publishes a report which the Berlin Radio 
broadcasts and which the FBIB Daily Report quotes, then 
there is a primary, a secondary, and a tertiary sources 
In such cases it may be desireble to mention the 
original (primary) source: in the text ("According to 
the Nove Zoitung...") and to list the secondary (Berlin 
Radio) and the tertiary (FBIB Daily Report) sources 
below. Sources should be identified by name or title, 
serial number (when it exists), and place and date of 
report, In addition, any evaluation of the primary 
source by the secondary source should be included, 


If the source is a person, a brief description of his 
background is in order, Such a description should in= 
elude at least the source's nationality, profession, 

and dates of residence in the area upon which the source 
is reporting, The political affiliation of the source 
should also be mentioned, An evaluation of a personal 
source is desirable. Some CIA interrogation reports 
provide examples of source description and evaluation. 


341-7 Initials of person preparing the card and the date of 
preparation. 

341.8 Analyst's comments whenever the need for thon arises, 
The analyst making the comments should include his or 


her initials in the event that the card has been pre= 
pared by some one else, 
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341.9 Sample Information Cards. 


~ 341.91 Cards with one name. 

‘ Fe — cana Sere ape mma Se Men ba ln 8 pt tn hm a A Aen ge concen sma A eas ges eam RELA Osa etme stare eas ST fe 

( 

CLASSIFICATION | 
: 3 peed! : 

| COUNTRY OF NATIONALITY - | 

LAST NAME, Given Names "as of" date of information 

| location | 

t Data on the individual_ efeitos SOP Codes " 

when used 


TE ESE He CART CTE AOR REG TT ON BN AT RN EER LEENA MY mm 


eee source, (Seriel No.), Place and Date of Report (Evaluation, 
if any 
Secondary Source, (Serial No.) Place and Date of Report (Evaluation) 


. . Analyst's Comments ee Initials of persons 
preparing card; date 
| of preparation. 


ipa oie sea BO 


qengee caer aera te etiam Rane he tnten RR rnin fat a Lape Rene oe tt ER RR EEN NG RTE A LAER mT AR eR wih mi 


ow . CONFIDENTIAL 
ITALY to November 10, 1945 
HITLERINI, Bonolf 


Fascist journalist, Born September 23, 1882, Milan, 
Served in the Italian army during World War I. Came 
into prominence as a socialist agitator in’1919,. Headed 
an uprising in Munich in 1923, Joined staff of Popolo 
a'italia in 1924; editor-in-chief 1925-1935. Fascist 
politician of dotermining importance, 1926-1945. Has 
been called a "vain, conceited fool", Considered 
totally insignificant by the leaders of the non-fascist 
parties in Italy as of November 10, 1945, 


Roberts Report, L=899, Zurich, November 16, 1945. 
SSU, War Department, A-65368, Washington, December 28, 1945 (Be 


Analyst's Comment: Roberts Report L~731, Zurich, 
January 10, 1945 contradicts the present report as to 
Hitlerini's "insignificance", EHR 
WIM 
January 12, 1946 


Sen ea AR OEE RS MEMES ele ed AREER AN a I EN A eR OR ce nt Re = pT sete RE A ee a tine ne EER a oka Rie Retna ate 
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341.92 Cards with more than ono name, In order to 
reduce time @ spent in “preparing individual cards 
and in those cases when it is desirable to list 
nanes in conjunction with one another, a ditto 
carbon (hectograph) master or a standard register 
card may be used, depending on the number of 
copies needed, Sufficient copics are then made 
to allow one copy to be filed in the information 
card file under each nane, which is underlined 
in red and an adequate number of cards for the 
category file, This type of card is set up as 
follows: 


etait eie sam eree mvt ie te penta seen cate ae | cena irate «pe tmattatt NNR etme Lit AA 4s Be eee 


Olaseification | 
COUNTRY OF NATIONALITY ts 
, Nog of" date of information 
Statement which associates the following 
individuals with one another Location of 
eodes if used 


LAST NAME, Given Nanes ~- Position 
Biographic data 


LAST NAME, Given Nanes - Position 
Biographic data 
LAST NAME, Given Names ~ Position 
‘Biographic data 
LAST NAME, Given Naries « Position 
Biographie data 
Source Initials of person 


preparing card; 
date of preparation, 
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Weekly MG Report, #24, Berlin, October 12, 1945 


enter rere cle Septet Aeietntt nat maps ne er A an RR A SN ERR 


\ 
‘GERMANY RESTRICTED 


341692 


October 8, 1945 
Executive Committee of the Anti-Fascist League codes 
of Berlin, elected $8 October 1945 


HOLLER, Franz ~ Chairman 
Lawyer, Born 1898. Member of Christian Democratic 
Union, Folitical refugee in Sweden, 1933—1945. 


KLEMM, Herbert - Vice Chairman 
Trade Union leader, Social Democrat, Born 1905. 

MARTIN, Josef ~ Secretary 

"Glass manufacturer, Liberal Democrat, 

LEHMANN, Fritz - Treasurer 


White collar worker. Communist. Born 1891, Berlin. 


RLS 
November 1, 1945 


2 repre men et a nett LO SNe TNO ATER tReet 
ane inert een on cope gamma aoe 


342.0 Indicator Card. 


ce men ecm cnameieee ly enema penance tN ett eae ee EET AERIS A BLE A A RA Oe 


Whenever a dossicr on an individual exists, a 4 x 6 indicator 
eard is prepared calling attention to this fact. This card is 
placed in the information card file, preceding the information 
cards on that individual. The indicator card,.blue in color, 
coritains the country of nationality “and the conplete name of 

the individual. The indicator card may also be used to designate 
the existence of other reference material on the individual 
outside the alphabetical information file, such as reference 
books, The card is set up as follows: 


COUNTRY OF NATIONALITY 


SURNAME, Given Names 


| ee eesti a cats Tees 


| pepe natn ames enna ne pantnmnenrapterte f= Rema ert pte ate ae atte Lp ee Sp er tt 


CHURCHILL, Winston GREAT BRITAIN 


Who's Who 1945, Dee 
International Who's Who, 1944 Pe. 
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STATINTL 
343.0 Cross Indox Card 
The cross index card is a reference from a variation in the 
name of an individual. -- alias, pseudonym, etc, — to the 
name under which the information about him is filed, Examples 
of a cross index card: 
343,1 If John Doe is an alias of John Smith. 
DOE, John NORWAY 
ray same as 
SMITH, John 
cian eee acaaaaeas gia 
~ 343.2 If there is a variation of spelling of John Doe's name 
sufficient to change his filing position, 
NORWAY 
DHOE, John 
£m 
seo DOE, John 
A ie raed ci ma 
34323 If John Doc's name includes a matronym or other name 
, by which he may be known and referred to: 
| NORWAY 
JONES, Doe, John 
Au 
see DOE, John Jones 
. én 
ww’ 
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343.4 When a person becones prominent in a country other 
than that of his nationality (in which file the 
information about him is usually kept), it may be 
desirable to place a cross index card in the 
information file of the second country referring 
to the existence of information about him in the 
file of the first country. 


t 


een ce Ae eet, neat ca fa nm at nn pR a 


| ARGENTINA 
MANDL, Fritz 


A 
see MANDL, Fritz (AUSTRIA). 


Loa EN Le a cn RN RN RR Sle AI et cette PAAR meh en ipa ee rn it at ee ye ene 


6 


34400 Cross reference card 


The cross reference card indicates that information on 
one individual is filed under the name of another, It 
specifies whether the information is on an information 
ecard or in a dossier,- and also identifies the source. 


344.1 Examples of a cross reference card: 


mn sonnaieemiienidiemenieiamiinanimnetinemneenenaanenadinmeneinmmestnemriasernenttiemeie erate 


f AUSTRALTA 


BLOKE, Joe 
AM see BF FRANK, James 
Tel, 174 of June 3, 1944 from London 


6" 


Tee tne ete cn nnn A perme einen ite eee enn en 


BLOKE, Joe AUSTRALIA 


4" Business associate of FRANK, James 
(e.v. IK)-. 


nnn ra olin thaeieepencesnanecinaetenmmmeaneneiaomtennanateemeremeerteneesneranenetnamae a een a a 


6t 


Note: BF dossier 
IK information card 
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34402 Usually, if a person's name is picked up at all, 
it is of sufficient importance to warrant the use 
of an information card or dossier. The accessibility 
and usability of the information file becomes greater, 
the more systematically and thoroughly information 
about an individual is filed under his own name. 
Cross referencing should be held to a minimum. 


Note: Cross_index cards refer to one and the same 
individual while cross reference cards refer 
from one individual to another individual 
or to a groupe 


345.0 Biographic Folder 


The folder is slightly larger than legal size with a set 
of fasteners at the top of the left-hand flap and another 
set of fasteners in the middle of the right hand flape 
Holes must be punched in all material to be included in 
the folder and filed securely by means of these fasteners 


Each folder consists of three sections: a report section, 


oe evegen 


34541 Report saction. All reports written in the Divi- 
Sion on the individual under reference are filed 
. in the report section on the left side of the 
folder and attached to the fasteners at the inside 
top of the folder, The reports are filed chrono~ 
logically with the report of most recent date on 
tha top. 


345.2 Preliminary sections The preliminary section of 
the folder is filed first on the right hand side 
of the folder on top of the raw material section. 
It includes the following material in the order 
listed: 


All Biographic Data Reports (special biographic 
reports submitted by Foreign Service Officers in 
the field) filed chronologically, with the most 
recent on topes 


Any pictures concerning the individual which the 
analyst believes desirable to include in the foldere 
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345.3 Raw Material section. The raw material section 
comprises the main body of information on the 
individual for whom the folder is prepared, The 
material is filed chronologically by the "as oft 
date, with the information of most recent date on 
top and is attached to the fasteners on the right 
hand flap. Documents which can be retained are 
filed directly into this section, When not placed 
on cards, short excerpts from documents or items 
of too small a size to be secured directly by the 
fasteners are stapled, scotch taped or typed on 
to a legal size picce of paper before boing filed 
into the folder (such sheets are traditionally 
referred to as "clip sheets"), If the lattcr 
procedure is used, the following additional items 
must bo included on the "clip sheet" above the item 
of informations 


The primary and secondary sources listed as 
completely as possible, including the DOR 
file number or the LR accession number when= 
ever possible. 


The evaluation as indicated. 
The classification as indicated. 


The initials of porson entering the item and 
date of entry (to be written in ink or typed on 
the top left corner of the clip sheet), The 
name of the subject and the country in which 
filed are also added at the top of the clip. 
shect. 


345.4 Folders are etamped with the name of the country 
in which filed and aro indcntified by a blue label. 
with the full name of the subject of the folder. 
Those items mist be added to each new folder as it 
is established, a duty which in general will be 
performed by the servicers, At the same time that 
a foldor is established, an indicator card referring 
to it and containing a name identical to that on 
the label of the folder mist be typed and filed in 
the information card file. If the need arises to 
ehange the name either on the label of the folder 
or on tho indicator card referring to it, the name 
on the other item must be adjusted accordingly. 
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34505 


345 «6 


The folder is not a catch-all, Documents of 


considerable length, containing only a sentence 

or two of data pertinent to our work, add unneces= 
sary bulk to the file. If the item of interest 
represents merely a small percentage of the whole 
document, this item is reviewed and extracted, ise. 
either clipped and fastened to a clip sheet by 
means of scotch tape or typed directly on a clip 
sheet, or preferably, on an information carde 


345251 An auxiliary folder may be established at 
the front of the Folder File in the dis+ 
eretion of the Branch Chief, Into this 
folder which is alphabetically arranged, 
may be placed single clip sheets on 
individuals concerning whom no other folder 
items have been received and who does not 
at the time appear to warrant making a new 
folder, A blue indicator card, referring 
to the auxiliary folder, is prepared for 
the Information Card File, This folder 
mast be checked regularly in order that a 
folder bearing a man's name may bo prepared 
when more than two clip sheets on him have 
been accumulated in the auxiliary foldor. 
Such a transfer mist be noted on the blue 
indicator card. 


If a folder leaves the Division, the full title of 
the Division must be stamped on the outside of the 
folder and an “out" system must be used to indicate 
the date of removal and the location of the folder, 
The folder mist also bear a secret classification. 


346.0 Deceased File. 


34602 


Information cards containing data about deceased 
persons are transferred to the "deceased" file, 

but only if there is more than one card on the 

individual under reference, One card bearing the 

name, position, date of death, and reference to 

the other cards (if any) in the "deceased" section 
is kept in the information card file as a reference, 

The cards thus removed from the card file are placed 


in a "deceased" section at the end of the card filles 


Biographic folders on deceased persons are trans— 
ferred to the "deceased”’section at the end of the 
biographic folder file, The corresponding indicator 
ecard is marked ‘"DECEASED" so that the location of 
such a folder is immediately evident. The indi~ 
cator card should be filed in the "deceased" card 
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“ Category Index Codes: 


if 


file unless it is the only card pertaining to the 
person under reference, in which case the indicator 
ecard remains in the active information files 


347.0 Catcgory filo (category index). 


1, 


Re 


36 


The category file is a 4 x 6 card file. One category file 
is kept in conjunction with cach nationality information 
file, The basic subdivisions are sufficiently general to 
pernit their adaption in all ereas of BI, The code pros 
ceding each category (outlined below) represents that 
catogory on the category index card and is placed in the 
upper right-hand corner of the card, 


The categories are inclusive enough to permit individual 
areas to adapt them to ‘ regional requirements, The category 
index is intended to be used with appropriate subheadings, 
Any of the basic categories which do not apply ‘to a given 
area are omitted but no change is made in the coding of the 
subsequent categories. 


Chief of State (President, Vice-President, junta, 
sovereign, royal family, etc.) 


Cabinet (Prime Minister, Deputy Prime Ministers, 
Ministers, and Deputy Ministers) 


Ministries (and other national government ageneics) 


A. Foreign Affairs 

B, Interior (Home Office) 

C. National Defense (Subheadings Army, Navy,Air Force, 
if necessary) 

D, Finance (Treasury) 

E, Justice 

F, Agriculture 

Ge~Z,. Others 
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347 0 
4. Foreign Representation 
A, Diplomatic and Consular wine 
B, International Conferences, ee and aaa aa 
C, International Organizations, Commissions, an ; 
Institutions (not affiliated with the United Nations) » 
De Special Missions . 
ed 
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De 


Oe 


Te 


Qe 


1. 


347 «0 


Judiciary (Supreme Court, etc.) (Insofar as it is urder the 
jurisdiction of the national governnent) 


Legislature 


A. Upper House 
B, Lower House 
(If only one legislative chamber, use "6" by itself) 


Police (Internal Security) 
Armed Forces 


A, Army 

B, Navy 

C. Air Force 
(Including chicfs-of=staff, but not ministers of war, 
etce, unless such ministers are at the same time high 
renking officors) 


Natdonalized Enterpriscs 


A. Financial (national banks, ete, ) 
B, Industrial (oil development agencies etce) 


-©, Public utilities (state railways ctc.) 


State and Provineial Government 

(Regional subheadings for individual states or provinces, 
‘as desired) 

Local (County and Municipal) Government 

Residence abroad 


Visits abroad (private) 


Unofficial missions abroad (trade union congresses, ctce ) 


- 15-19 Open 


20 


International Sympathies (first cut guide card) 


A. Pro-U.S. (second cut guide card) 

B, Pro-Western (second cut guide card) 
This designation should be used when it is established 
that the individual is known to be proewostern but not 
specifically pro-U,S,. 

C. ProslSSR (second cut guide card) 
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This designation should be applied to those who, 
although not recognized members of the Communist 
Party, are nevertheless in favor of Soviet aims 

- as opposed to those of the 0,5, Communist Party 
members should not be included here ‘but rather 
under "21" (Political Parties = Communist Party). 


Additional. guide cards can be added to the category if and when 
further international sympathies are to be catalogued. Cards 
under eachof the sub-headings should be filed alphabetically. 


Determination of names to be included in the "20" category 
should be based on the following criterias 


21. 


226 


a30 


Sympathy, not station in life, is the basic consideration, 
A person's position, though it might well be included on 
the category card, is not a determining factor in the 
selection of his name, 


Substantial evidence should be adduced before a person is 

so Classified. The mere fact that he belongs to a political . 
party or to an association that has a pro-western orienta- 
tion, or that a Biographic Data statement, without further 
explanation, describes the person as "believed to be friendly 
to the U.5." cannot be accepted as definitely establishing 
such sympathies. Rather such evidence is to be found in a 
man's speeches, in his actions (helping an enemy of the re-= 
gime escape, etc.) in statements of American officials who 
are acquainted with him, and in an accumilation of data 
confirming his sympathies, 


Political Parties and Movements 
(Sub-headings for individual groups, leaders in exile, etc.) 


Societies (secret, etc.) 
Industry and Commerce 


Ay Food 

B. Textiles and Clothing 

Ce Construction 

D. Printing 

E. Chemical and Synthetic Products 

F, Iron and Steel; other metals 

G. Hoavy Industry (automobiles, aircraft, shipbuilding) 
H, Electrical 

Je Other Manufacturing 

K. Mining and 0i1 

L. Public Utilities (privately owned) 

Me Wholesale and Retail 

N,. Transportation (including shipping, aviation) 

O, Economic Chambers and Organizations 

P, Private Finance (banking, stock exchanges, insurance) 
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24e Education and Culture (including learned societies and 
intellectual leaders) 


° 25, Law 


26, Media of Public Opinion 


A. Fress 
B, Radio 
G, . Cinema 


D, Publishing 
a7e Health and Welfare 
28, Physical and Natural Selenee (pnysics, chemistry, biology otc.) 


29. Social Science (economics, statistics, sociology, history, 
anthropology etce) 


30. Engineering 

31, Art (painting, writing, music) 

32, Labor (subheadings for individual organizations) 
33e Religion 

340 Minorities 

35. Women 

36, Land Holders 


37, Aristocracy 


Uh ee Each category (e.g. Minister of National Defense) 


is broken down according to the number of subdivisions 
it is necessary to control. The subdivisions include 
a general or miscellaneous section which will contain 
in alphabetical order the names of individuals whose 
exact position in the Ministry is not known and the 
names of lesser officials whose positions are not 
important enough to warrant classification under a 
specific subdivision. Two types of cards are inserted 
into the category index file according to the follow- 
ing criteria: 
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347,11. Position cards 


name 
WARD, John He 
JOHNSON, Paul 


DRAKE, Joseph 


cinerea At ie nateme nena ae (a ete prong recpamain nengente ea 


MINISTER OF FOREIGN AFFAIRS, NEW ZEALAND 


a fo, Ws. 


3A 


og gs ts tac cn bane te OO ne ee ed pc nS em enema nme em TEs 


| 
| 
| 
| 
| 


12/3/45 913/28 
10/12/48 3/15/49 
3/18/49 
| 


ements riementicescvan ed 
Sih papier cemena ce stir cru nemeeyeemnrscnny ieee ater ie peeerseenany-e senate melt ey tte ARRON ee eR ft RENE ET, PA RO 


ae: appointed (Note: 


be made between date of appointment and date of presentation 
of credentials.) 


a/os: “as of" or report date (to be used instead of "a" (appointed) 


In the case of diplomats a distinction should 


when date of appointment is ‘not know, but person is reported 
as holding the position as of a certain date.) 


Yer resigned 


Position cards may be used for well-defined, 
permanent important positions which only one 
person can hold in a country at any given time. 
Examples are cabinet members, ambassadors and 
persons such as Chief of the Propaganda Depart= 
ment, Democratic Socialist Party or Editorein= 
Chief, Montreal Times, Position rather than 
name is the prime consideration and names and 
pertinent dates are added to the card as the 
position changes hands as outlined on the 
sample above, Thus a position card not only 
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shows the present incumbent in a position but 
provides a historical record of his predecessors, 
As one card becomes filled, a new card is placed 
immediately in front of ity Tabbed guide cards 
are used to separate subdivisions to whatever 
degree is dictated by the needs of a country and 
the importance of a category at any given time, 


347.12 Individual category cards. 


[Fit eet ect recta de mente SRIRAM ae EES i ha ee ennatlne mt femme mA NR NRA: 


TASMANTA 3A 


DOE, John 
Vice Minister of Foreign Affairs 
ae April 10, 1944 
r. March 6, 1945 


. “ *rertwaemantarts se mareiemrerr ine Rit eR rete pert te eS eh pre mk re eerie on epee Apnea dite en pnene mt 


Individual category cards are used when several 
people hold a similar position (e.g. Member, 
Central Executive Committee, Chinese Communist 
Party or Vice-President, Commercial Bank), for 
positions of a temporary nature, those which 
are not clearly defined or those of such small 
importance as to be placed in the miscellancous 
section. 
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When the exact position is not known (e082 “ohn 
— Gnith is a member of the Ministry of the Interior". ) 
an index card is made out as follows: 


ak akc ad Set te tad ite a ie Se eee mmm ARR ER SIT pana ye needcy nema Vem mmtanpeinpemtm sian or abate: sain a A 


7 
| ZANZIBAR rpt May 11, 1945 


SMITH, John 3B 4-~ Cod 


ae ee en hn NN RR NE TEC 


eee nenaeaeamnarapennamnsigrnacmmpeinine aad meneame setae ett TN SCE OR IE OE I 


The above card ig then filed in alphabetical 
order in the general or miscellancous subdivision 
of the "3B" file, If it is later determined that 
John Smith holds an important position in the 
Ministry of Interior the information is entered 
on a position vard which is filed in a specific 
subdivision of the "3B" file. 


If a man leaves a position or agency, the date 


of his resignation is typed on his card and a 
new card is typed for his successor, if knowns 


ww 
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1 permeate tat 40 ere ten mney ene a SRN RMT ren 


Somer an 9 


For the purpose of BI, only a limited amount of background 
material should be kept on file, Structure of the government, 
membership lists of societies, etc, are items worth keeping. 
However, general subject mattor (c.g, struggles between 
parties, economic conditions, etc.) docs not ordinarily 

fall within our sphere, 


34861. 


34842 


34843 


BAB 4, 


Category folders are filed according to the category 
index code system behind the appropriate guide cards 
marked with the title and code, The group folders are 
filed at the beginning of the folder file, in front 
of the biographic folders, 


Material is placed in category folders on a subject 
(category) basis rather than on a personal name basise 
However, long lists of names not important enough to 
be controlled individually in the information file may 
also ba filed here, But it cannot be omphasized too . 
strongly that important names appearing on such a 

list MUST be excerpted and placed in the information 
file, Above all, the category folder must not become 
a depository for backlog, nor can it in any sense 
assume the function of the information file, 


Indicator cards are prepared for all category folders 
with proper names (Free Germany Movement, Sokol Associa= 
tion, etc.) These indicator cards are placed in the 
proper alphabetical position in the alphabetical name 
index (information card file) and cross indexed under 
any commonly used name variation. No indicator cards 
are placed in the alphabetical name index if the group 
folder under reference has a general title (cage 
goverment, army, industry). 


Examples 


i 
ee 


| SOZIALISTISCHE EINHEITSPARTEI GERMANY 


GF 


al category 
code to 
indicate 
location 
of cate= 
gory folder 


cere 


he vet vergeetnte 


Git 
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‘Smears teeeranetmme tne naa bane tn ne ne nr enter tel npn nena ptrnnetes aden nna 


(white 
card) SOCIALIST UNITY PARTY GERMANY 
SEE 
AM SOZTALISTISCHE RINHEITS PARTEL 


350.0 BEVIEWUR'S SYMBOLS AND SOURCING 


Reviewer's symbols shovld be used to facilitate and systematize 

the instructions to be given ta the clerical staff by the analysts. 
The symbols should be used only for material that can actually be 
placed in the files: copies of retention documents or summaries 
and abstracts thereof made by the analyst. 


350.1 The following symbols are used to indicate the disposition 
to be made of material: 


OBF = Material should be placed in a biographic folder which 
is already in existence under the name of the person 
underlined. 


NBF = New biographic folder under name of person underlined 
should bo made and the material included therein, 
446 blue indicator card is.to be made up at the 
game time. 


K = Information is to be placed on a 4 x 6 card, 


KK - The names are to be listed together on a hectograph 
MASTCL » 


OGF= Material marked off is to be placed in a folder con~ 


taining backpround information about a group or 
category (category folder) 
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NEG = Information marked off should be placed in a new 
category folder to be set up on a particular group 
category. The analyst must indicate in the margin 
the exact designation under which the group folder 
is to be kept, 


CI - This name should be cross-indexed to the name under 
which the information is filed. (Pscudonyms, aliascs 
ete, fall under this category). 


Change K from_______ to » Thename on the person's cards 
in the alphabetical information file is incorrect and should 
be changed, However, it is essential that the wrong name 
be cross-indexed back to the correct name especially if the 
change represents a marked difference in spelling, If this 
is not done, all category index cards referring to the wrong 


name would have to be changed, 


Category codes, placed in the margin indicate that a cate~ 
gory index card is to be made for each code thus listed. 


350.2 The sumbols given above are placed in the margin of the re» 


350 03 


viewed material parellel to the name to which it applies, 
This name is underlined with a colored pencil and a line of 
the same color is in the margin indicating precisely the 
amount of information that is to be extracted from the 
document and placed on a eard or ina folder. If the 
information is to be abstracted, condensed or summarized in 
any way, the exact instruction is written beside the 
symbol, eeg. “OBF ~ Summarize", 


Summarization and condensation is always done by the analyst 
and undertaken by the servicer only when the material to be 
extracted is factual and not interpretive. In other words, 
if a long document describing the economic affairs of a 
nation contains a sentence or two indicating that a given 
individual was recently appointed Minister of Agriculture 
together with tho date of his appointment, this type of 
information may be extracted and placed on the card by 
anyone. If, on the other hand, a document contains a long 
speech by a leading momber of the Government, the con= 
densation is undertaken by the analyst himself, When he 
has completed the condensation, he indicates in the margin 
of his summary, by using the approprinte symbol, where 

he wants the information to be placed, unless, of course, 
he has summarized the material on cards, which my auto~ 
matically be placed in the information file. If copies 

of the document may be retained; it is usually preferable 
in cases of interpretive material not to abstract but 
rather to insert the information in the folder in its 
original form, However, the decision whether to summarize 
or not must bo left largely to the individual judgment 

of the analyst. 
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351.0 Public sources 


~’ Although public sources need not be classified, the designation 
UNCLASSIFIED is in general use, 


351.1 Newspapers 


351,11 Place of publication ineluded in title (but 
underlined only if part of title) s 


New York Times, May 15, 1946 


351912 Place of publication not included in titles 
(place to be added): 


Neyo Zeitung, Munich, April 1, 1946 
351,13 Article signed by a correspondent 


John Elliott, Berlin, May 2, 1946 
New York Herald Tribune, May 3, 1946 


35102 Other periodicals 
Carrent Biography, Vol. 6, 1941 


Pen American Union Bulletin, June 12, 1943.4 


ed 
saul K, Padover, "Military Government in Germany", The 
Nation, New York, March 12, 1946. 
351.3 Other public sources 
Who's Who, Groat Britain, 1919, 
Whols Who in Amorica, 19421943 
Wright, Henry De, Politicnl Attitudes in Siberia, 
New York, 1940 
Argentina, Ministerio de Relaciones Exteriores, Memoria, 
1922 
35200 Communications from the field (Foreign Service) to the 
Department 
These sources should be cited in the following order: type 
of communication, number, place of origin, date. Also 
include primary sources (newspapers etc.) and nemo of drafte 
ing Forcign Service Offficer who may or may not be the 
signator of the communication. 
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35201 


35263 


352 oh, 


35205 


35296 


Telegram 
1=2392, Athens, April 11, 1945 (Secret) 


Svobodne Noviny, Wreha, October 4, 1945 
T-489, October 29, 1945, Praha via Army (Plain) 


Airgram 

A=295, Buenos Aires , January 19, 1945 (Restricted) 
Despatch 

D=354, London, March 10, 1945 


(Classify according to the classification assigned or 
according to content if no classification is given). 


Report 

Relll, La Paz, January 5, 1943 (Confidential) 
Operations Memorandum (0M) 

OM-342, Helsinki, July &, 1949 


Jt should be noted that BI rarely receives OMs 
directly and usually is concerned only with those 
forwarded from the Visa Division or IAD, Airgrams, 
reports and despatches are gradually being replaced 
in most missions by a single new despatch form which 
is sent to the Department via air or sea pouch, 
Eventually telegram, despatch and OM will be the only 
incoming report forms with which BI will be concerned. 


353.0 Communicotions within the Department of State and to the 
field | ; 


303 ek 


Aireron® 
Am/10, oo March 25, 1943 (Unclassified) 


353 a Circular, Airgrem 


Cirgam, June 1, 1940 (Secret) 
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353.2 


353.3 


353 04 


35305 


353.6 


Telegram 
T9155, to London, March 18, 1921 (Restricted) 
353421 Circular Telegram 

Cirtel, April 5, 1942 (Restricted) 
Instruction 
Inst. 1995, to Buenos Aires, March 10, 1945 (Secret) 


353031 Circular Instruction (include Foreign Service 
Serial No. 


Cirinst, FSS No, 3789, March 10, 1945 (Confidential) 


Department of State Memorandum 
(Prepared by an officer in the Department) 


John Doe, FSO in Japan, 1930-1940 
Dept Memo, Divs Japanese Affairs, July 10, 1941 (Secret) 


35341 Department of State Memorandum Of Conversation 
(Prepared in BI as the result of conversation 
with a Departmental officer) 


Memo of Conversation between John Doe (Dive 
of Central European Affairs) and Jack Hill 
(BI), June 11, 1942 (Confidential) 


353.42 Department of State Memorandum of Conversation 
drafted outside BI 


Memo of Conversation between James Young 
(Div. of North and West Coast Affairs, Author) 
and John Smith (BI). 


OCL Situation Report, Central Furope, No. 11134143, 
May 21, 1946 (Secret/Control) 


War Department Telegram for the information of the 
Department of State 


War, T~79=29, CM~IN 690, May 29, 1946, . Prague, UsS.MeA. 
State 


35400 Other Agency Reports 


Whenever necessary briefly identify the issuing agency (War, 
Commerce), When the branch is well known (e.g. MID, ONI), 
‘the agency (War, Navy) need not be identified, The name of 
an agency should be quoted accordingto its official designa~ 
tion at the time of report. Thus: 088, R&A, to Septembe 6) 
994Rd00100030001-9 
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STATINTL 


19453 State, IRIS, Octobor 1, 1945-December 31, 1945; State, 


ORT, 


January. 1, 1946-April 30, 1946; State, OCL, May 1, 


1946 =, Also CIAA to OIAA, FCC to FBIS etc. 


25he1 


25h ek 
354.3 


Boke. 


35 he5 


35L.06 


35h 


35408 


Motala, Radio in English, April 8, 1946. 
BBC Daily Digest of World Broadcasts, No. 2458, 
April 10, 1946 (Confidential) 


FBI Report: 4477079, February 22, 1942 (Secret) 


Prague Radio, Czechoslovak Home Service, June 5, 1946 
FBIS Ticker, June 5, 1946 

London TMimes, January 17, 1946 

London Radio in English to North America, January 17,1946 
FBIS Daily Report, January 18, 1946 

(Note: The above citation contains primary, secondary, 
and tertiary sources which should be cited in that order. 
Occasionally it is less cumbersome to include the 
primary source in the text and to list only the 

secondary and tertiary sources below, but the analyst 
mist make the decision on a case-by-case basid. 


Letter from Georges Bonnet, French Ambassador, 
Washington, to the Secretary of State, June 14, 1937 
(Unrestricted) 


Military Attache Report 


MID Report 74=75, MIS 119425, April 15, 1945, 

Ciudad Trujillo (Confidential) 

Military Interrogation Report 

Peter Winter, Czechoslovakia to 1937, now in U.S, 
Czechoslovak citizen, Was sales representative of 

a textile firma in Czechoslovakia, Brother of person 
under reference, (F=2) 

MID Report 1782, MIS 61462, September 23, 1944, Oth 
Service Command (confidential) 


ONI Report 2162, December 14, 1944, Maracaibo (Secret) 
Socialist leader in Raden, Germany, April 15, 1946 (B=2) 


1 N= 7869) vy 15, 1946, 
Washington (Secret/Control. 


In the case of information cards, on which the 
classification of the item is stated in the upper. 
right-hand corner, the classification of source 

need not be repeated below. 
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355.0 Retention of Processed Source Material 


35501 


355 ak 


After blographic information has been added to the file 
in the form of information cards and clip sheets, such 
material becomes a permanent part of the collection. 
Blographic reports based on such information, no matter 
how fully sourced, can never take the place of items 
which ere integral parts of the file. In other words, 
the files of raw information mist always be completely 
independent of information contained in biographic 
reports prepared in this Division, 


Likewise, information which has been taken from un- 
processed sources, 6.2. backlog and notes made during 
consultations with Departmental officers etc., which 

is included in a report, should be added to the file 
(cards or folders)at the same time. It is extremely 
important that all information obtained while pre- 
paring a report which 1s not already in an individual's 
file should be included in it promptly with full 
identification of the origin of the information. The 
purpose of this procedure is to provide an accurate 
chronological picture of an individual, source by 
source, and item by item, so that it will always be 
possible to rotrace any item concerning which a question 
may arise, 


356,0 Maintaining the Efficiency of the Collection 


356.1 


Periodic checks of the information files should be 
made in ordor to consolidate material and eliminate 
useless data as well as to remedy crrors in filing 

or spelling, Eight or ten cards or folder items, for 
example, may give a man's attendance at various General 
Assembly mectings, Factual information of this type, 
should be typed onasingle card, thereby eliminating 
extra cards, alleviating the space problem and making 
the file easier to use in the future, Experience hag 
shown that many files contain totally useless material 
or material that has lost its significance with the 
passing of time, Such items should be destroyed. 

The destruction of cards or clip sheets merely because 
they are old, however, is an entirely different matter 
and should never be undertaken without the specific 
approval of the Branch Chief, 


As a minima, the analyst should check each file he 
is working with and eliminate useless material and 
effect such consolidation as is possible before 
returning it to the cabinet, 
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35642 


Every member of BI must at all times resist -the 
tendency to put too mich information in the files, 
especially the category file and group folders. 
The increasing use of standard register end ditto 
cards has resulted in the addition of considerable 
unnecessary information in the category file and 
each Branch Chief should constantly review the pro~ 
cessing of information to check this practice, In 
addition, it is appropriate to remind one and all 
that the group folders are not to be considered 
depositories for all types of miscellaneous and 
general information, 


360.0 BIOGRAPHTC DATA REPORTS 


For the purpose of this manual biographic data reports (BDR's) 

are défined as those reports prepared by Foreign Service establish= 
ments on a printed form which the Foreign Service is instructed to 
use. This form was revised in 1948 end may be identified as 
FS-405. The following procedures also apply to the new out-dated 
forms which some missions will continue to use until their supplies 
are exhausted, ; 


360.1 BI's responsibility concerning BDR's is similar to 


36002 


360 3 


that of DO's for despatches, i.e. BI is responsible 
for keeping the original and permanent signed archival 
copy of the BOR, for making distribution of BDR's to 
all intorested Divisions in the Department and for 
recording the disposition made of all copies. 


DC is under instructions to send to BI all reports 
received by the Department that are labelled 
"Biographic Data" regardless of the form in which 
prepared and transmitted, If the BDR's are recoived 
in original and carbon copies, the DC mail room routes 
them directly to BI without further examination of 
contents. If recelved as enclosures to a covering 
despatch which has been prepared for hectograph or 
ozalid reproduction, the master hecto or ozalid copy 
is detached so thatDC/R and DC/L can make and distribute 
copies of the cover despatch for information purposese 


- (Distribution made of copies of the cover despatch is 


usually indicated on the left side of the original). 
The original despatch and BDR enclosures are smnt to 
OLI/BI, 


Upon the receipt in BI, all BDR's and cover despatches 
are distributed to each Branch on the basis of nationad~ 
ity of the subject of the report for control and routing. 
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361.0 Distribution of BDR's 


Distribution is determined generally as follows: the original 
is always and without exception immediately filed in BI, the 
duplicate is routed for retention to the Division primarily 
concerned with the subject matter, usually the political 
division and the triplicate, if available, is sent through 
other Divisions having an interest in the report for return 
to BI and eventual filing in the triplicate file, (The 
triplicate file is maintained by country). As wide as pos- 
sible distribution is desirable and the possible interests 
of all areas of the Department must be considered, However, 
under no circumstances should EDR's be distributed outside 
the Department, and only the Political Divisions may have 
retention copies (with the exception of DRA which files 
retention copies for ARA,) ‘The duplicate and triplicate 
coples which are routed shovld be marked as such so that 
they will not be confused with original BDR's if and when 
they are returned to BI for filing. This step is insured by 
adding BI last on the routing after the sumbols of other 
divisions. 


Factors to bear in mind in making distribution of BDR's are; 


361.1 All distribution and routing given a BDR is to be 
noted in the upper right hand corner of the first 
page of the permanent file copy. 


361.2 A notation of "enclosures retained in BI" and an 
indication of the distribution made should always be 
made on the action copy of the despatch from which 
BDR's are detached. 


361.3 As far as control and routing are concerned, a dise= 
tinction should be made between biographic data 
transmitted within despatches and that labellod 
"Biographic Date" report. BI is responsible for 
control only of the latter. 


361.4 Oceasionally, DC will. fail to remove master hectos of 
a covering despatch. If so, the heetos should be 
detached and sent to the FSU for return to DO, 


361,5 BDR's on diplomats should be sent to all interested 
missions if not already distributed by the reporting - 
mission, It is the section's responsibility to pre- 
pare the necessary instructions, 


36146 Copies of any covering despatches commenting on the 
status of bilographic reporting, change in reporting 
procedures, appointments or departures of officers in 
charge of biographic reporting, etc, at any given post 
should be sent to the FSU for filing in tho biographic 
opsrations folder, 
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361.7 It will not be necessary to make or distribute copies 
of a BDR received in original only unless distribution 
to Foreign Service Missions is necessary. 


361,8 Departmental and overseas distribution of reports on 
diplomats mist be cleared with the Sections responsible 
for countries to which the diplomats are accredited as 
well as the sections responsible for the countries 
which the diplomats represent. 


362.0 Author Cards 


A 4 by 6 card file is maintained in each Branch in order 

that a given officer's production of Biographic Data Reports 
may be recorded. The file consists of blue 4 x 6 cards headed 
by the name of each reporting officer, alphabetically arranged 
by country, further by post within a country and, finally, 

by name of author, Following is the format of the cards: 


Name of Author Country =~ Post 
(last name first) 


Name of Subject Date of 
of BDR. BDR Comments 


etree tng ot lt enentnamatt etme am sense capemeretecmitimnnint crane oman mmr erat rtcmrmees > Bt 


AC Re nate CRE RN 


The "conments" column should contain an evaluation of each 
report and should note-any commendations which have been 
given the author, It may also contain comments concerning 
conditions under which the author is working and any other 
information which the reviewing officer considers pertinent 
to an evaluation of his blographic reporting. 


A card is prepared when a BDR is received from an officer, 
As subsequent reports are received, entries for them are 
made on the same card. When an officer is transferred to 
a new post, his card is pulled and sent to the Branch which 
has jurisdiction over his new post. Since it is frequently 
difficult to follow the movements of officers, it should be 
standard procedure when a report arrives from a previously 
unheard of author to check on him in the Foreign Service 
List to determine his previous post, The Branch in charge 
of that post should then be requested to forward the card on 
him, All cards on one person must be filed together in the 
file of his current assignment, 
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If the subject of a BDR's nationality is different from 

that of the originating post e.g. Paris reports on the 

Czech Ambassador to France, the BDR itself is sent to at 
Central Europe Branch. It is then the reviewing officer's 
responsibility to notify the Western Europe Branch of the 
receipt of the EDR, its subject, the date and his evaluation 
of the report so that this information may be entered on the 


author's cards 
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500,0 SECURITY 
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506.0 SECURITY 


Every member of BI should be constantly vigilant to carry out 

.é -abl security regulations, particularly with respect to the 
proper handling and storage of classified documents and the 
avoidance of any careless conversation about classified infor- 
mation. 


Faithful adherence to security practices is essertial and con- 
scientious alertness to security and the cooperation of each 
and every employee are of paramount importance, 


Suggestions or recommendations which you fecl will assist in 
conducting the security program in BI, will be given prompt and 
appreciative consideration by the Division Security Officer. 


500,1 Penalties for Vielations 
Violations will be entered on the BI personnel record of 
the effender, Copies of memoranda deseribing vielations 


500.2 Departmental Security Manual 
The Security regulations of tho Denartment of State are 
compiled in a Reference Manual of Security Regulations, 
a copy of which is made availeble to every enployee at the 
time of his ontrsnce on duty. 


ae eee oa se a A 


510.1 Sacurity Areas 


The following security areas. are established: 


ARTA ws Neer Middle Best ond Africa Branch 


American Republics Branch 


AREA II - Rastern Europe Branch 
Central Europe Branch 
Southern Europe Branch 


ARBA ITI ~ Western Europe Branch i 
British Empire Branch ne 
Japan Branch -_ 

AREA IV = China Branch 
Division Office 

ARBA V - Administrative Office 
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511.0 Security Wardens 


In each of these arcas the appointed Security Warden shell be 
responsible for insuring that security regulations and procée- 
dures are complicd with at all times, 


5il.l Nightly Security Check 


These Security Wardens are directed to maintain a list fer 
their resoective arcas, assigning one analyst cach week to 
be resnousible for nightly security checks and for kevening 
Form DS-729. Clerical personnel will not be ineluded on 
this list, Those analysts so assigned shall be responsible 
for issuring at the close of each working day that all 
Classified material is secured and that all safes and file 
cabinets containing classified material are locked. This 
inspection shall not begin until 5:40 Poll, If an employee 
(clerical or nrofessional) in his area is to continue to 
work afterhours, he may delegate this responsibility to 
that person for that particular night, In such easeg, the 
name of the substitute must be indicated on Forn DS~729. 
Porsons working l«te must accept responsibility for the 
entire Security area in which they sre Located. 


Silo 


The tops ef all cabinets, safes, bookeases, tables, etc, 
must be cleared after working hours in order to facilitate 
the inspection of the security checker. Newspapers and 
other publications must be stored on shelves provided for 
that spocific purpose or placed away in cabinet drawers. 


512.0 


Security regulations require that every room containing classi~ 
ficd matourial be occupied at all times during office hours, un- 
less classified material is locked in regulation cabincts. ALL 
absenees from rooms must be arranged in such a manner that the 
telephones are covered and that the Security requiroments are 
fully met, 


513.0. Stora;e of Classified Metirial 


It is requested that members of the Division pay strict adherence 
to the standing security regulations with regard to storage of 
classificd materiel. Under no circumstances ghould material of 
o classified nature be stored in a cabinet which docs not have 
the necessary bar and lock, nor should materiel (in particular 
trash bags) be stored in any desks. Bach person should check 

his desk, files, cabinets, etc, every tiight before leaving. 
Everyone should assist the Sucurity Warden, rathor than to rely 
woon the Warden to catch hig slips, This is good housekeening 


and efficiency, as well as being essential to good security. 
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513.1 Open Security Sign 


The "OPEN" security sign shall be displayed on all eabinets 
open during the day and removed only when the cabinet is 
locked. 


The name, address, and telephone number of each person 
lmowing the combination of a safe or safe file shall be 
entered on a list posted on the outside front of the safe 

or safe file cabinet, A similar list of personnel responsible 
for locking file cabinets equipped with bar locks etc. 

shall be posted on the outside front of the file cabincts. 


514.0 Use of Telephones — 


No material classificd higher than RESTRICTED shall be discussed 
over the telephone. 


515.0 Avoidance of, Publicity, Concorning. Intelligence Activities 


Re 
Policy govorning the release of any information by R employees cu 


4s covered in R Office Instruction Ho. 1 PERMISGICH TO FUDLISH, 
DELIVER SPEECHES, OR TEACH, dated August 26, 19496 


In view of the importanco of rocognizing the limitations imposed 

upon all monbors of K, relative to the disclosure of information 

pertaining to intelligence activitics, covery employee desiring to 
publish, deliver speeches, or teach ig required to roquest prior 

approval through the Division Sceurity Officer. 


516.0 Removal. of TOP SECRET Material, SECRET Material and all. 
Catogorios of Classifiod Tolegrams 


TOP SECRET material, SECRET material and all categorics of elagsi= 
fied tolograms shall be vronoved from the Department only for the 
conduct of official business, and shall not bo renoved outside of 
working hours except where official conferences or consultations 


are involved, Specific approval in writing by Diroctors of Offices 


or higher authoritics shall be given for such use of OP SECRET 
material, SECRUT material, end all categories of Classified 
telograms. Each officer or employee granted such approval shall 
forward a copy of the memorandum of approval to the TOP SECRET 
control officer for filing, The date of roturn of the material 
to the office concerned shall be entered on the written authori- 
gation for removal which is hold in 2 special file by the BI TOP 
SECRET control officor, 


In othor words, no one in BI can nuthorize you to take SECRET BI 
files, or any classified telegrams home for any purpose; and even 
the Office Director cannot authorize toking such material horn to 
write a biographic report. Official conference or consultations 
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The register of documents taken cut over night or over 

Nye’ weekends which is maintained in the Division Office, can 
be used only to record removal of Confidential or lower 
classified flles excluding telegrams. 


517.0 Transfer of Equipment 


Whenever equipment of any type - specifically desks or cabi- 
nets leave the Division as a result of inter= or intraDivis- 
ional transfer, the Division Security Officer or the Security 
Warden for the particular area involved should be notified 
so that he may inspect to insure complete removal of any 
material belonging to the Division, 


518.0 Destruction of Classified Materials 


518.1 Secret Documents 


The following procedures pertain to retention documents 
classified Secret which are to be destroyed: 


518, a Each Branch will segregate by month, according 
to date of the document, all retention material 
which may be destroyed, 


516,12 These documsmts »re to be tied together with 
er’ the month i dicated on the top of the bundle 

in LARGE PR ONT, and placed in the file cabinet 
provided for this purpose in the Division's 
Supply Ytoom, in the drawer indicated for the 
specif .c month, 


516,13 The Administrative Office is responsible for 
r destruction of this material after a three 
month period has elapsed from the date appeare 
ing on the document. For example, material 
bearing a December date is destroyed ag of 
April ist, etc, 


518.2 Confidential Documents 


518,21 Retention documents classified Confidential 
(including carbon paper) are destroyed by 
tearing them into at least four parts which 
are placed into "Confidential Trash" or "Burnt 
bags, These bags are treated and stored in 
accordance with security rules governing Con= 
fidential m:terial, 


518,22 Burn bags are picked up on Tuesdays and Fri~ 
days at 10 A.M. They should be filled, sealed 
and placed in an easily accessible area in 


Ne ae each Branch. 
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520,0 SECURITY PROCEDURES FOR PEM.ONNEL OF OTHER AGENCIES 


52001 


521.0 


52260 


523.40 


52400 


Personnel of agencios outside of the Department ¢,_.* 
indluding CIA, ONI, MID and the FBI are not to “4” 
have direct access to the files of the Division °° 

or to the rooms in which files are kept, They 

may consult the materials in which they are in- 
terested in the BI Reading Room. 


The procedure will be for visitors in need of 
information to report to the Division Office 
where they will make known the nature of their 
requests. They will then be escorted to the 
Reading Room where the materials will be brought 
to them by the analyst in charge of the area con- 
cerned » 


The agoneies referred to are informed of these 
procedures, They in no way affect procedures 

for exchanging information by telephone, Also, 
persons who plan to visit the Division should be 
encouraged to call in advance so that the materials 
in which they are interested may be ready for them 
when they arrive. These regulations apply to all 
members of outside agencies regardless of any 
close working velations that may have existed. 

If any analyst should be approached dircetly it 
is his or her responsibility tactfully to explain. 
the procedures and to refer the person to the 
Division Cffice,. The -nalyst who has made the 
material available should assume the responsi~ 
bility for picking it up before the close of 
business. . 


If any agency is compiling data which necessitates 
consulting the BI category index files only, an 
exception may be made to the above rules, Even 
in such instances, however, clearance mist be ob= 
taimed at cach visit through the Division Office 
before the requestor is allowed access to the 
Branches 


Persons authorized to consult BI files are re- 
stricted to the files of the country in which 
they have an officiel interest, If a person cx~ 
presses the desire to see the file on a person 
in a country in which he is not officially in- 
terested, he should be requested to state the 
reason for his desire, and it will be the rospon- 
sibility of the Branch Chief to decide whether 
the reason justifies affirmative action. It is 
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the responsibility of the analyst working on 
the particular arca concerned to keep general 
supervision over persons who are using Bl files 
and to make certain that no unauthorized use 

is made of them. 


525.0 The Third Agency Rule 


This rule provides that documents originating 

in one agency and distributed to a second agency 
cannot in turn be distributed by the latter to 

a thirds Requests for such documents from a 
third agency or person should be handled either 
by obtaining the consent of the originating 
agency or by referring the requestor to the 
source, The practice which has developed by in- 
terpretation, custom and tradition is that (1) 
sensitive or dclicate State Department documents 
and FBI revorts are withheld from representatives 
of any agency, (2) docvments originating among 
IAC agencies, except the FBI, are available to 
CIA, (3) representatives of the IAC agencies may 
consult but not take copies of documents origina~ 
ting in any of the other IAC agencics (the only 
exceptions being cortain CIA and all FBI docu- 
monts); (4) representatives of non-IAC agencies 
may consult only unclassified documents, non- 
sensitive State Department documents and copics 
of those documents originating in an IAC agency 
upon which distribution to the non-IAC agency is 
indicated. 
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600,0 ADiINISTRATION 
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610.0 ADMINISTRATION = LEAVE PROCEDURES 


611.0 Accrual of Leave 


Rules for leave differ according to the type of appointment 
(permanent, indefinite, and temporary) of the employees 

The rules also differ for the type of leave (annual, sick, 
leave without pay, etc.) 


Anmial Leave is earned at the rate of gight hours per 

pay period for permanent and indefinite employees and at 
the rate of twenty hourg per month for temporary employees, 
appointed for a specific period of time not exceeding 

l year. Sick leave accrues at the rate of ten hours 

per month for all types. 


(612.0 Recording the leave 


there shall be a Clerk appointed in each Branch to maintain 
daily leave reports for employees. 


Daily leave reports shall be submitted by the Branch Leave — 
Clerk to the Administrative Office by close of business on n 
Friday of each weelc. 


613.0 Types of leave 


613.1 ANNUAL LEAVE (AL). The Federal Government as an 
enlightened employer has recognized that maximum 
efficiency on the job can be obtained only through 
safeguarding the health and general well-being of 
its employees and that employees must be permitted 
time for rest, recreation, family and personal needs. 


Everyone has the right to use his annual leave as he 
sees fit provided his absence does not seriously ° 
handicap the work of his section, Vacation schedules 
should be arranged with the Branch Chiefs and the 
Administrative Officer at least two wecks in advance. 
Short absences of half a day or several hours must 

be arranged with the Branch Chief at least 48 hours 

in advance so that the Branch's work can be readjusted 
accordingly, Annual leave for emergencies may, of 
course, be granted at any time. 


613,2 SICK LEAVE (SL)* is granted employees when they are 
incapacitated for the performance of their duties by 
sickness, injury or pregnancy and confinement, or 
for medical, dental, or optical examination or treat~ 
mont; or when a member of the immediate family of the 
employee is afflictcd with a contagious disease and 
requires the care and attention of the employeos or 
uhon, through exposure to contagious disease, the 
prosonec of the employee at his post of duty would 
jeopardize the health of others. 
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61343 


An employee who is absent on accownt of illness 
shall notify his supervisor by 930 on the first 
day of such absence, - Failure to give such notice 
may result in the absence being charged to annual 
leave or leave without pay, as the circumstances 
justify. Sick leave should not be taken in licu 

of annual leave nor for slight illness or indisposi~ 
tion which does not incapacitate the employee for 
the performance of his duties, An employee leaving 
during the working day because of sickness shall 
advise his supervisor and the Branch Leave Clerk 
prior to departure from the office, A medical 
certificate is required for sick leave of more than 
three days. 


COMPENSATORY (C) leave is given in licu of payment 
for overtime worked, No credit can be given cither 

in payment or compensatory time off for overtime 

work in oxcess of the 40 hours a week, unless approval 
is obtained prior to the actual working of overtime. 


Requests for authorization to work overtime mst 
be submitted by the Administrative Office where 
urgent and heavy demands require the expenditure 
of considerable overtime in order to mect dead= 
lines, These requests will be based on justifi- 
cation furnished by the Branch Chiefs who should 
also submit the names of the persons involved, the | 
dates on which the overtime will be performed and 
an cstimate of tho total hours of overtime to be 
worked, It is desired that requests for overtime 
be submitted as far in advanco as possiblo, 


In view of budgetary limitations, paid overtime 

can not in all cases be approved, but the Depart~ 
ment may allow compensatory time provided suthori- 
zation is obtaincd prior to the porformanec of such 
overtimc. The porsonnel involved will be notificd 
when authorization for overtime has beon granted 

and they should submit a record of the overtime 
worked under such authorization to the Administrative 
Officer, Credit for compensatory timo cannot oxcecd 
the amount of overtime requested and authorized, 


Employoes who have compensatory time to thoir ercdit 
by reason of having worked authorized ovortime, 
shall indicate to their Branch Leave Clork when 
they desirc leave taken to be charged against this 
eredit. Where such ercdit oxists it shovld always 
bo used prior to annual leave, 


It ig tho policy of the Departmont not to authorize 
overtime for cmployeos above the GS-9 level, 


Approved For Release 2000/08/07 : CIA-RDP81S00991R000100030001-9 


Approved For Release 2000/08/07 : CIA-RDP81500991R000100039001-9 


613.4 


61365 


613.6 


613.7 


613.6 


MILITARY LEAVE (ML). Employees of the Department 

who are membors of the reserve components of the 
armed forecs and who are ordered to duty by the 
proper military authority for courses of instruc~ 
tion may be granted military lcave with pay and 
without loss of time for a period not to excoed 

15 days in any one calendar year, Employecs taking 
this typo of lcave mst elear with the Administrative 
Officer and submit a copy of thoir military orders. 


LEAVE WITHOUT PAY (LWOP) is authorizcd absence 
from duty without pay, granted at the request of 
the omployce when justification warrants. 


ABSENCE WITHOUT LEAVE (AWOL) is an absence from 
duty which has not been granted or approved. 


SUSPENSION (S) means a disciplinary action resulting 
in loss of time if suspension covers a workday and 
always. in loss of pay. 


COURT LEAVE (CL) moans leave for attending court 

as a witness on behalf of the United States or the 
Government of the District of Columbia, or for jury 
duty in any State court, court of the United States, 
or District of Columbia court, Only pormanent 
employces may be granted court leave. 


61420 Gonoral Procedures 


61401 


61402 


61443 


61404 


Records of the amount of leave acerucd to cach 
ompLoyce are maintained in the Administrative Office. 
In view of the froquent requests for this information 
which do not appear necessary, employees once given 
their leave balances will not have another request 
honored within any onc sixemonth period. 


Leave regulations and procedure requiroments apply 
to all employees rogardloss of grade or classification. 


It is the responsibility of the suporvisor to guard 
against abuses of tho leave regulations. Any indi 
cation of abuse should be discussed with the employeo 
at the first opportunity. Continuous or flagrant 
abuses should be brought to the attention of the 
Administrative Officor. 


Execoptional problems which may arise in connection 


with leave such as advanco of sick lcavc, maternity 


leave, court leave, lcoave without pay, military 
leave, should be reforred to the Administrative 
Officcr. 
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Only in the most urgent situetion will anmal 
leave be approved to the cxtent that an employee 
does not have at least 3 days of anmmal lcave 
remaining, The purpose of this is to have 
available leave to cover casos‘ of unforesecn 
emergeneics. Only in cases of death or scrious 
illness in the immediate family or serious illness 
of the employee will leave without pay requests 
be considered. 


614.5 The attondance record of an employee is an important 
considcration in the preparation of efficiency ratings 
since all rating elements considered pertinent to 
any position are dependent upon the employee being 
available to perform his duties, 


61466 The Branch Leave Clerk MUST indicate the type of 
leave to be charged, ong. AL - SL — LWOP, etc, 
Leave charges must be shown in hours, The minimum 
charge is 1 hour, Leave in lesser amounts will bo 
charged as 1 hours. Two absences of oneshalf hour 
or more cach on the same day, but not on separate 
days, may be combined to total the minimum charge 
of 1 hour, 


614.7 Upon return to duty from any type of lcave employees 
should immcdiately report to the Loave Clerk and 
verify the amount and kind of lcave charged on 
the leave records 


620,0 ADMINISTRATION — RULES GOVERNING MOQRKING HABITS 


It is cssential for the staff to adhere faithfully to the rules 
governing working habits and office conduct, 


Our wage level is based upon a working day of 8 3/4 hours 
of which 45 minutes is allowed for lunch. It is absolutely 
essential that everyone put in a full day from 8:45 a.m, 

to 5:30 peme Time lost duc to tardiness or a lunch hour 
longer than 45 minutes should be made up after 5:30 peme 

or charged to annual leave, It is the responsibility of 
the Branch Chicf to enforce this ruic, 


622,0 Refroshmont periods 
Coffee periods or othcr refreshment poriods should be 
limited to one fiftceneminutc stretch per day. Onc way 


to conforti is to have ono pergon obtain’ the refreshnents for 
Q group, 
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623,40 Use of telephones 


Personal calls on office phones should be held to a 
ninimum, The phones are essential to our work and 
should be kept clear at all times, If long personal 
calls must be made during office hours, they should 
be made from a public telephone. 


624.0 Occupancy of room 


Security regulations require that every room containing 
classified mater .al be occupied at all _ times during 
office hours. All absences .rom the rooms must be ar= 
ranged in such a manner that the phones are always 
covered and that the security requirements are fully met, 


625,0 Salary checks are distributed on alternate Thursdays be- 
tween 11 A.M, and 12 noon, Any questions cone ne 
checks should be taken up with the Administrative Office 
on the day following aey 


626.0 Purpose 


These rules are not intended to establish strict rules 
of conduct. Quite the contrary, they are the minimum 
requirements during office hours to permit the most 
pleasant working conditions possible in keeping with 
job requirements and rersonal relationships, It is 
each person's bas Garaae ey to adhere to these rules. 
If they are abused, it will be necessary, in fairness 
to all, to impose rigid rogulations, 


630.0 ADMINISTRATION -.'SUPPLIES” AND. EQUIPMENT. 
631,0 Supply room 
631,41 The door will be kept locked except between 9330 
and 10 A.M. daily when supplies are issued. 


631,2 Each Branch Chicf will appoint one clerk responsi~ 
ble for obtaining supplies for all personnel in the 
branch, 


631.3 Personnel in need of sipplies request same through 
their Branch Supply Ci:rk and only the authorized 
supply clerk will be admitted to the Supply Room, 


631.4 Emergency requests for access to the supply room 
are to be submitted to the Administrative Officor. 


631.5 Temporary shortages of supplies can be alleviated 
by borrowing from other persons or branches. 
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632.0 Hectograph Machine 
632e1 The hectograph machine is located in room 313. 


632.2 Only thoso poople familiar with the operation of the 
hectograph machine should attempt to use it. 


oporation of the heetograph machine may inquire of- 
the FSU for assistance. 


# 


632.3 Instructions have heen placed on the wall to the 
right of the machine, Strict attention should be 
applicd to them, Personnel using the hoctograph 
machine should return any unused cards or other 
naterial to the stock from which it was obtained 
and remove all waste material, leaving the machine 
and the machine room in good conditione 


633.0 Surplus Material and/or Equipnent 


693.1 Any wooden file cabinets, card file boxes, type- 
writers or other material or equipment which may 
become surplus to your operations, must be retained 
in its present location until arrangements for 

a’ disposal thereof can be completed, Reports in 
writing, listing such items and their exact 
location, should be submitted to the Administrative 
Office, Under no circumstances shal] material of 
this nature be set out in the corridors or any 
vacant room pending its disposal or given to any 
other individual either in or out of the Division. 
This is essential in order that the Division's 
inventory records may be properly maintained, 


633.2 Any items such as cardboard card files, index 
guides, etc, which are in such condition as to 
be unusable may be disposed of in the trash, 


634.0 Incorrect use of letterhead paper 


Officital Department of State letterhead paper should not 
be used for initial drafts of reports or other informal 
purposes. 


640.0 ADMINTSTR.TION — REPO! PORUS 


642.0 Instructions on special Activitics Report DS-702 applicable 


Ce OE ene 


within BI, 


pe Neri 


ad This form is to be used to record the majority of BI's 
service activities including such services as answering 
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ew drafting special instructions, indoctrinating Foreign 
Service Officers and clerks into BI procedures and needs, 
ete, It is a record both of services performed and of re~ 
quests or services rejected, even of the most exploratory 
or informal typo, which are rejected because of the lack 
of time or personnel, 


It does not apply to services chargeable to PROJECTS. Do 
not rocord on this form time spent on intra-divisional 
services, 


A separate copy is to be used for each request, or for 
any othor activity of a service nature recorded, One 
copy is sufficient oxcept in the case of congressional . 
requests when three cxtra copics must be submitted to the 
Fsu, 


These forms arc to be turned in at the end of the day on 
which the activity being recorded is completed, The 
Branch Chiof is responsible for sceing that they are 
collected at the end of cach working day for submission 
the following morning to the Division Office, They 
should be deposited in the Division @fice in a box 
marked SPECIAL ACTIVITIES FORMS which is to be found 

on top of the Mail Distribution Box. 


New Listed below are tho definitions of the items on the form: 
UNCLASSIFIED RESTRICTED CONFIDENTIAL SECRET TOP SECRET 


Each form must bear an indication of the classification | 
which should be showm by circling the appropriate classifi~ 
cation at both the top and bottom of the form. The classi- 
fication is that of the information recorded on the form 
and not of the subject matter dealt with and wijl thercfore 
usually bear a low classification; cege A telephone 
request for a biographie report may result in a Restricted 
classifigation of the form oven though the biographie report 
requested will be classified Secret, Obviously, no form 
involving a telephone reply can be classified higher than 


Restricted. 
DATE STARTED: self-explanatory 
DATE COMPLETED; Self-explanatory. Even if the activity 
is eompletcd on the same day that it 
is started it should be so indicated. 
NAME OF CONTACT: Solf-explanatory 


fg ADDRESS OF CONTACT; The address of Contact is not, for 
wy example, CIA, Tho address in 2430 
E. St., NeW. Incidentally, the 
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address is necded only if it appears 
that a reply is needed and the analyst 
for his or her own convenience requires 
the address, 


OFFICE, AGENCY, COMMITTEE, INSTITUTION; Self-explanatory. 
The organization, office, or Division 
within. State, i.e, SY is pertinent, 


SUBJECT DEALT WITH: Same as "Information Requested About", 
Insofar as the form serves as a record 
of requests, the names of the individuals 
on whom information is desired should 
be entored here, When the form is 
used as a record of anothor activity 
such as a mceting or the drafting of 
en instruction, the main subject 
matter should be recorded in this 


SPACC, 


CHECK ONE: Political, Uconomic, Sociological, 
Qthor - It is recognized that this 
indication must sometimes be a vory 
rough approximation, : 


TYPE OF ACTIVITY; Only ONE of the various activitics. 
may be checked, It is recognized 
that in the completion of an activity 
several steps may be involved, In 
such cases the predominant subject 
dealt with or the basic purpose of 
the activity should determine which 
item is checked: og. A roquest for 
& report which involves rescarech into 
files, interviews, and drafting of 
instructions, should be entered under 
item 9 BIOGRAPHTC INFORMATION SUPPLIED 
since the resoarch, mectings, and 
instructions, are all ineidontal to 
the main objective of the activity 
which is to ansver a request with a 
reporte 


Definition of the itoms as applicd to BI 


1. INFORMAL INTELLIGENCE ; Providing information orally whether sclf- 
initiated or in answor to an oral or written request, 


2 CONTRIBUTION TO NON*R PAPER: Generally not applicable to BI 
except in those instances (usually CIA) whore BI assists other arcas 
of the Department or other agencics in drafting papers or portion 
of. papers. 
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3, EVALUATION OF CIA PAPER: Occasionally applicable to BI; applying 
to drafts of formal projects such as Situation Roports « 


4. EVALUATION OF RAW INTELLIGENCE; Concerns such activitics as 
evaluating CIA reports and specific biographic data reports and 
despatches. 


5, DISCUSSION OF. PROPOSED INTELLIGENCE REPORT; Concerns exploratory 
and preliminary talks relating to the possible preparation of an intel- 
ligence study. If those talks rosult in the undertaking of a formal 
project a Work Jacket should bo initiated and the special activity 
form attached to the Work Jacket as a further record of timc spent 

on the projects, 


6, REFERENCE INFORMATION SUPPLIED: Time spent in providing other 
than strictly biographic information such as translating, citing 
rofercncee sources, Clée 


7, REFERENCE DOCUMENT SUPPLIED: Time spent providing information 
in documentary form usually as a apeeial service, such as sending 
a WHO'S WHO to a requestcr, etc. 


8, BIOGRAPHIC FILE SUPPLIED: Concerns either the forwarding to 
the requester of a biographic file or naking it available to a 
person visiting BI, 


9, BIOGRAPHIC INFORMATION SUPPLIED: Concerns providing information 
in writton form whether sclfeinitiated or in answor to a request, 
(as opposed to item 1 which covers oral replics) « 


10, MEETINGS; Attendance at mectings, committocs, the purpose of 
which is both to obtain and provide biographic information; ¢.f.« 
informal BI meetings whore Foroign Sorvico officers arc briefed and 
bricf use (as opposed to time spent in formal mectings such os 
those in tho office of tho Diroctor of OLI where data is obtained 
but not given. Such time should be recorded under Procurement in 
the Time Report). , 


11, OFFICIAL LECTURE GIVEN; Concorns formal and officiel lecturcs 
and hence generally not applicablo to BI, 


12, SPECIAL INSTRUCTIONS DRAFTED: Concerns tine spent in drafting 
4nstructions in those cases where the preparation of an instruction 

is the predominant activity: Cegs Time spent in drafting an instruc 
tion evaluating and revicwing the biographie work of a mission, This 
activity should not be confuscd with NPROCUREMENT" on the Individual 
Time Use Report which concerns time spent in drafting instructions 
involving the procuroment of biographic informations 


13, OTHER: To be used when above items do not apply. If this itom 
is chocked, sone oxplanation of the activity should be insorted in 
the space following "other", 


wom 
we 
. 
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14-18, These spaces may not be used unless BI obtains prior 
authorization to have one of the lines reserved for it to record an 
activity which is sufficicntly common to require a specific category. 


DESCRIPTION OF SERVICE REQUESTED: This space may bo used to identify 
further or claborate on the bricf identification of the request 
already entered in the space SUBJECT DEALT WITH, 


NO.OF INDIVIDUALS TO BE REPORTED ON (BI ONLY): Enter here the number 
of individuals on whom information is requested, If the activity is 
self<initioted entcr the number of individuels involved in tho services 
porfornicd . 


SERVICE PERFORMED: Should be checked in every caso when a request 
is accepted regardless of whether or not information is providede 


REQUEST REJECTED: ‘Should be checked only in those cases when the 
request is rejected as opposed to not being filled because of lack of 
information which still constitutes a service performed, 


COMMENTS: This space is provided to include such items as an 
explanation of a sorvice performed which differed from that requested, 
of the reasons for rejecting a request, or of reasons why no infor= 
nation was provided even though the request was acceptcde 


NO OF INDIVIDUALS REPORTID ON (BI ONLY): Enter here the number of 
individuals on whom information was furnished. 


BY REQUEST AND SELF-INITIATED: Check as appropriate to indicate 
vhother the service performed was the result of a direct request 
fron outside BI or of sclf-initiation, 


INTRA-DEPT, and INTER-DEPT:; Check as appropriate. 


MANeHOURS INVOLVED: The majority of requests. and replies thercto 
will involve little tine by other analysts or other clerks so that 
in tho majority of cases "Your Time" will cqual "Total Tinc", In 
eases where considorable professional or clerical assistance is 
obtained, 1.62, over 30 minutes, it should be recorded. 


NAME AND GRADE refor to omployoo filling out the form and are self~ 
explanatory! Gefe GS=3, GSe=7, GS-9, otc, 


DIVISION, BRANCH, and TEL. EXT.: Refor to author of the fort. 


IN FILLING OUT SPECIAL ACTIVITIES REPORT tenths of hours should 
be recorded as follows: 


O.. = 6 mimitcs O29 » 54 minutos 
Qe2 = 12 nimutes 1,0 = €0 ninutes 
043 = 18 minutes 1.1 = 1 br. 6 ninutos 
0.4 = 24 minutes 2.3 = 2 hr, 18 ninutcs 
065 = 30 minutes 5.7 25 br. 42 ninutes 


0.6 = 36 ninutes 


~ Oe7 eA? winute 
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eo Any request which concerns more than one Branch should be handled 
ow » on one Special Activity Form which shall scrve as the only record 


of that request, FOR EXAMPLE; A roquest from OLI for the names of 
Chicfs of State of France, Italy, Austria and Poland will bo ontorod 
on one Special Activity Form by the Chicf of FSU who coordinates 

such requests, and NO OTHER RECORD should be made by any other person 
contributing to the request except on his Tine Use Report. This 
applies to oral and written requests resulting in oral or written 
replics, 


641.1 Speeinl Activities Report Form = Sample 


For a samplo of the Special Activitics Report Form sec 
- following pages 


V/ 
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BTSOOpG FOOOTONDININT S 


DATE STARTED 


DATE COMPLETED 


Apprpyed For Release. 2000/08/07 + 


FORM 0S~702 
(ae DEPARTMENT OF STATE 
SPECIAL ACTIVITIES REPORT 


GABP 


INSTRUCTION-Prepare tn single copy; will be used ta record each activity of a service nature NO! result- 
ing in a formal, written intelligence project. 


| NAME OF CONTACT 


| ADDRESS OF CONTACT 


OFFICE, COMMITTEE, INSTITUTION TELEPHONE NUMBER 


AGENCY, 


SUBJECT DEALT WITH: 


| 


POLITICAL 


ECONOMIC 
SOCIOLOGICAL i 


OTHER (Specify) 


TYPE OF ACTIVITY (Check One) 
INFORMAL INTELLIGENCE be: 10. MEETINGS 
CONTRIBUTION TO NON-R PAPER Zz + OFFICIAL LECTURE GIVEN 
EVALUATION OF CIA PAPER = SPECIAL INSTRUCTIONS DRAFTED 
EVALUATION OF RAW INTELLIGENCE . OTHER 
DISCUSSION OF PROPOSED INTELLIGENCE: REPORT 
« REFERENCE INFORMATION SUPPLIED 

REFERENCE DOCUMENT SUPPLIEO 

BIOGRAPHIC FILE SUPPLIED 

BIOGRAPHIC INFORMATION SUPPLIED 


Newest RIPTION OF SERVICE REQUESTED: 


DL Oya l aims Fl] oypy [pe 
» |. © fe |a fe fe 


NO. OF INDIVIDUALS TO BE REPORTED ON(BI Only)— 


CHECK ON P 
: If service performed differs from service request- 


[J SERVICE PERFORMED C2 REQUEST REJECTED ed, or tf request is rejected, give explanation 
. under Comments item below. 


COMMENTS: 


JNO. OF INDIVIDUALS REPORTED ON(BI Only)J— ; 


MANHOURS INVOLVED 


(CHECK ONE) (CHECK ONE) 
BY REQUEST = INTRA=DEPT~ 


SELF INITIATED | so L INTER-DEPT. 


| NAME 


DIVESTON BRANCH 


in tenths of hours (including planning ¢ 
preparation of materials) 


YOUR TIME 


OTHER PROFESSIONAL ae 
OTHER CLERICAL 


POTAL FIME a_i 
1 v3 pi-Use reverse st 


U de for working notes or for 1 i 
with the activity. y g for any useful record of contacts and progress tn connection 
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642.0 Instructions for use of forms DS~766 -- Individual. Time Use 
Report within the Division of Biopraphic Information. 


This form is to be completed by each employee. They may be 
filled out in pencil, Daily entries will be made by each 
employee for the appropriate categories in the horizontal line 
for the applicable calendar day. Time is to be recorded in 
tenths of hours, At the end of the month each employee will 
compile his owm monthly totals (which shall be to the exact 
tenth of an hour) and forward the Report to the Branch Chief, 
who is responsible for submitting all reports of his Branch to 
the Administrative Office on the first working day of the new 
month, These figures have to be totalled for the Division as 
a whole and are important since they reflect the work of the 
Division, YPlease, therefore, make your report neat, legible 
and accurate. 


Definitions of items on the form as applicable to BI, follow: 
The top left portion of the form is self-explanatory. 


Column (a) ~ NO.OF NE NAMES ADDED 10 FILES (BI): Insert new 
names added to BI files whether by preparing dossiers or cards 

for files, It is recognized that there will be no entry for many 
days of the month and on other days a large number will be entered, 
reflecting individual filing procedures. 


Column (b) ~ PROJECTS: A number of vertical blank spaces are 
provided,in cach of which will be identified by number those 
written projects worked on cach day by the employee, Any work, 
whether professional or clerical in nature, attributable to a 
project should be recorded here and not in any other colum, The 
time spent on all written projects will be totaled by the employec 
each day and inserted in the column TOTAL PROJECT HOURS, The 
project numbers will. be obtained from the appropriate Project 
Supervisor who shall be responsible for informing all professional 
and clorical. personnel of the appropriate project number, One of 
the vortical blenks under Column (bj) should be reserved for the 
recording of timo spent on NIS, which symbol should be entered in 
the vertical blank, All professional and clerical time spent by 
anyone in BI on any phase of NIS work including administration, 
consultation, reviow of files, procurcment, drafting of reports, 
typing reports or memoranda, should bo entored herc, It should 

be omphasized that this applies to all personnel and is not 
restricted to thoscomployed on NIS funds. 


Column (c) - BASIC RESEARCH: Most of the analysts! normal activities 
will fall in this column, the sub-divisiorsof which arc defined as 
follows: 


PLANNING: Includes devising categorics of subject covorago, 


determining gaps in information available, and considering 
‘problems some of which may result in initiation of BI projects, 
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background or biographic information (as opposed to informal 
BL mectings to exchange information which should be entered 


STUDY: Includes time spomt on reading and evaluating the 
daily flow of documonts, telograms, books, and other matcrial, 
plus such other work as is roquirod to keep informed currently 
on the sphere of responsibility of the Department's activitics 
assigned to omployoe, In other words, time spent in reviewing 
source materials up to the point whore they arc ready for 


typing. 


FILING: Includes the actual time spent in processing, leGe 
carding information, preparing clip shects, as well as time 
spent in filing cards or clip sheets into new or old 
piographic folders. 


Al] sub-divisions of Colum (c): apply to time spent by analysts 
Z and not clerks, However, if a clork ongages in tho reviow of 
New documents (STUDY) the clerk may onter that time in Column (c). 
This is in contrast to time spent by a clork in processing 
(FILING) which should be entercd in Colum (g) (FILING) 


Column (d) SPECTAL ACTIVITINS : Time spent on "speciel activitics" 
ag obtained From the total time recorded on the day's Special 
Activitios Roports for the omployeo, If tho author of the Time Use 
Report is not also the author of a SPECIAL ACTIVITIES FORM in which 
he participates, the time onterod for hin in the SPECIAL ACTIVITIES 
FORM under "OTHER PROFESSIONAL" ghovid bo included in his own time 
report under Colum (d). 


Column (e) FROJECT COrTROL: Time spont, at any level, on nain= 
tenance or analysis of control records of specific BI projects. It 
is anticipated that Colwm (c) will ordinarily be filled out only 
by Branch Chicfs and PSU. 


Colum (f) DECLASSIFICATION: Time spent, at any level, on rom 
valuation, reviow, ond clerical operations 4nvolved in considering 
and changing security classifications of previously-issued BI pros 
jects, This Division rarcly engages in this activity. 


Colum (g) CLERICAL; Will be filled out by clerical personnel only 
oxcopt in those cases where analysts engage in ectual typing of the 
: final drafts of memos, reports, or of stencils not related to a 
Nw! Project; such tine will be entered under TYPING-STENO, 
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————————— 


Neen 


Nw 
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The categories under clerical are defined as follows: 


TYPING-STENO; All typing other than material for file, 
including all momoranda, reports, etc. not related to 
a Project or Special Activity. 


FILING: All filing of cards, dossiers, clip sheets, ctc. 
Riso includes genernl office filing. 


GENERAL; Tine spent on those general clerical dutics not 


spocifically chargeable against the other specific categorics, 
such os Projects, Special Activitics. 


Colum (n) ADMINISTRATION; The subheadings of "PERSONNEL" and 
"BUDGET" are self-cxplanatory. 


GENERAL: broadly includes time spent on overall administrative 
activity in any organizational unit. It refers particularly 
to those activities of a supervisory nature performed by 
Branch Chicfs as well as time spent in Divisional mectings. 
Included here are only those activitics not already covercd 

in the other "Administration" subheadings. 


SECURITY: Time spent, at any level, neaintaining physical 
security end kooping sceurity-required lors of classified 
material, 


Colum (i) LEAVE: ‘Includes sick, annual, compensatory, and 
official leave such as that granted for attending mectings and 
délivering speeches, This is required in order to got an actual 
relationship of time on the job and time away from ite 


Colum (j) DALLY HOUR TOTALS: The total of hours for cach working 
day. Actual totals for a working day may be over the mininun of 
eight hours because of overtine, Overtine on non-working days 
should also be recorded, according to category of activity on tho 
calendar day worked and totals carried over to thig colvum. 


642.1 Individual Tino Use Report ~ Sample. 


For a sample of the Individual Time Use Roport seo 
following pages 
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é 000108107 -— 
12-29-46 DEPARTMENT OF STATE 


ear INDEVIDUAL TIME USE REPORT 


Kug# RUCTION-Prepare in single copy; each employee will fill in daily; completed report, including monthly 
totals, due on first working day of following month. 
(First) (ce) : 
BASIC ADMI NIS— 
RESEARCH TRATION 


DIVISION BRANCH TEL. EXT. 


» 


(b) 
PROJECTS (Sertes & number) 


DAILY HOUR TOTALS 


PLANNING 

PROCUREMENT 
EXTERNAL ACTIVITIES 
PROJECT CONTROL 
DECLASSIFICATION 
TYPING=STENO. 
GENERAL 

PERSONNEL 

GENERAL 

SECURITY 


NO. OF NEW NAMES ADDED 


POTAL PROJECT FOURS 


